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This self -otudy of the Ezra Lehman Library ar 
Shlppenshurq State College presents the analyses and recommendatiQas 
of two library task forces^-one on organization^ communication # goals 
and obj€ctiveSr and one on user reflations. The responsibility of tae 
first group was to develop implementable recommendations for 
necessary or desirabl^a. changes in the library's organizational 
structure and communication pr^ocesseSi and to design an on^goiug 
process for the formulation of goals and objectives. The internal 
library structure was examined using a systems approach and a 
guestionnaire was designed to measure staff attitudes concerning 
critical organizational issues* Seventeen preliminary recommendationa 
were proposed. The second task force utilized data gathered xu tne 
libra&y user survey to analyze and comment on the library's public 
service ginctions^ the collections^ and the physical facilities. The 
survey^ administered to classroom and administrative faculty as Msil 
as a student sample^ received a response rate of U7, 5 percent and 5 8 
percent^ respectively* This task force proposed 2** preliminary 
recommendations. Staffing and organizational charts, organi^aripnal 
profile displayr circulation apd holdings da ta^ the user survey 
^questionnaire r and a memo outlining library support of the MBA 
program are appended, (CHM) 
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SHIPPENSBURG STATE COLLIGE 



a Shippensburg State Cellege is one of 44 state-ovN'ned instltytipns of 
higher learning In the Pannsylvania State College and Unifersity System. 
Degree programs are offered wittiln the Schools of Arts and! Humanities ^ 
Behavioral and Social Sciences, Busfness^ Education and Professional 
StuidieSi and Mathematics and Natural Sciences. There is a graduatf studies 
proigraai offeriing master's degrees in 32 programs. An e\rening continuing 
education program offers cDllege-level courses to working adults and 
opportunities for full-tipie undergraduate students to schedule coursework 
dmrimg the evening hours. The enrollment.^ which has been steadily climbing 
sTOce the 1950*5.5 now stands at about 6*04T--4^S30 undergraduates ^ l^aZS? 
graduate students, and 244 continuing education stiidents. 

The Ezra Lehman Mefnorial Library is a modern well -equipped facility^ 
.jconwrenientlynocated on the campus, that hoirses 270*000 books and 215,000 
volumes in microfllin on open shelves. Nearly K500 periodicals are 
currently received. Special collections iocTude the 8, 000* volume Alma 
Winton Pennsylvania Collection and- a Rare Book Roop which specializes Ip 
Pennjylwania, a growing government documents collections a^nd a Media/ 
Currfcular Center with more than 30,000 printed materTals and SOsOOO ndn-- 
print items. In addition^ the library !s a snember of 'the Associated Col lega 
Libraries of Central Pennsylvanias which has resoyrces of more than c 
3»000,000 volumes 'and 10^000 periodicals. serve the studentSs, the 
Lehman Library is open a total of 89 hours a wek. 
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INTRODUCTION 



In the fall of 1976, t group of the library faculty, spurred m by 
Or* Scott Bruntjen, met to wite the proposal for a self -study of tht 
Izra Lehman Memorial Library. Because the library has a close, unique 
relationship to all other disciplines on campus and because the library 
faculty share the philosophy and problem? of the academic cormiunlty, we 
felt that It was im^^^mt to determine trie changing needs of the library's 
patrons and to utilize modern library technology and iMnagement methods to 
produce efficient^, effective' library services. The proposal v^as submitted 
to the College's Professional Qei^Blopment COTmittee to request a grant 
vsrhich would permit us to hire a^ consultant. The Coirmiittee grapted the 
funds ^ and we hired Mr, Jeffrey Girdner of the University Library Manage- 
raent Studies Office of the Association of Research Libraries ^ Washington, 

Mr; Gardner met with the libhary faculty, and later with the project 
team,, on three different occasions to present techniques for Information 
gathering5^ outlines for the vaHous stages of the self-study, and many 
other dtFectlofts and suggestions Under Mr, Sardner's guidance^ -the ' 
facility divided Into three subgroups to work on spacific tasks to produce 
an fnttrim report. The resulting report contains a historical; profile of 
the Tibrary, a discussion of library goals and objectives, and the summary 
of a library user survey that was administered to a sample of college 
faculty and students. After this the project team was forrned^ and the 
team began its y^ork for the final report. Becauie the study was limited 
by the ajnount of^ffie grant, the time availablet and the small size of 
the project team, the team limited Itself to two task forces^ one tori 
organization, comynlcationt goals and objectlveSt and one on user 
relations. 

This report represents the cumulative results of twelve fnonths of 
discussions, interviews, research, and writing by those task forces. The 
project team feels that the study has been an Intensely TOrthwhile project 
resulting In honest self-examination* It sincerely believes that the 
reconinendatlons are implementable and that their Implementation should 
result in strengthening library personnel and services * 

The libr;ary faculty thanks the college admlhlstration for its 
^cooperation and the Professionail Oevelopment Cormittee for granting us 
the funds that made this self-study possible. We appreciate the assistance 
and participation of Ms, Kay McFarltnd, Library Director, She worked with 
us throughout the entire projects helping to edit and produce the original 
proposal! as well as working as a member of the project team. We are 
gratefuli to the Six civil service members of the project team for their 
contrtbutlons and hard work. 



The project team thanks Jeff Gardner for all his advice and for his 
■ijnfai ling good humffr. Our sincere appreciation goes to all members of the 
library staff who labored to keep the library functiomng while the team 
worked on the study. We are also grateful .to the staff inembers who read 
the rough draft and shared their insights witfi us. 



SUIWRY CHAPTER AND RECOMMENDATIONS 



The recommendations of the self -study team are hereby subniltted to 
Ms* Kay McFafland^ Library^ Di rector, for her acceptance or disapproval. 
It Is the team's understanding that Ms. McFarlahd will respond to the 
recomnenidations in v/r1t1ng to the entire library staff and to any other 
persons she deems necessary. Those recortniendatlons which are ancepted 
will be implemented by either the Library Advisory Council, a body 
established 1n the first reconmiendatlon, or the library faculty if the 
council is not established. It is to be hoped that implenientatTon can 
begin with second semester, 1977-78, and that it will be a continuing 
process until completed. 



1, Name the "associate directors body" the Library Advisory Council, 

2. Expand the Library Advisory Council to include representatives 
from the civil service 'staff as participating members. The library 
^dlrector and representatives from the library faculty should meet with 
the civil service staff to elect council representatives. The civil 

V service staff should determine the number of representatives^ the manner 
Mn which they are elected, and the length of term. Terms should be 
staggered to provide continuity, 

3, Form three standing cormiittees from the Library Advisory Council 
^ membership whose functions^ shall be to gather information^ to receive 

proposals, to plan, to make recomendations in their respective areas to 
the council and the director! These standing committees shall be: the 
Physical Facilities and Library Technology Comlttee, the Library Programs ^ 
and:Program Evaluation Conmittee, and the Financial and Personnel Resources 
Committee. The council should establish the scope of operation and re- 
porting guidelines for each committee. The results of these actions should 
be communicated to the entire library staff. 

4. Convene a meetfng of the Library Advisory Council at least once 

- every two weeks to receive committee reports and to consider other business 
to be brought before the council. 
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5. Request thit the library director define and issue to all library 
personnel formal guidelines regarding supervisory responsibilities to be 
accepted and met by the faculty librarians involved. , ^ 

6 Request that the Vice President for Academic Affairs remove respon- 
sibility for Canipus Media Services from the library direc+.or and delegate 

it to another administrative officer. " = , • 

7 Request that the Library Advisory Council charge an apppopriate 
comnitiee with conducting an in-depth study of all check-in functions, 
routing, and the attendant record keeping, now m operation for library 
materiils of i serial nature throughout the library. The committee should 
Induct its study during the winter semester, 1977^78. and n should present 
its' ricomiendat ions to the director and the council by May, la/a. 

8 Request that the F1nanc1arand Personnel Resources Committee be 
charged with drafting a mechanism that allows supervised individuals to 
evaluate their supervisors. The committee should present its recommenda- 
tions to the director and the council May, 1978, with the program to 
begin September 1, 1978. 

9. Regularizrcomunication to and from library department heads and 
the library director with Individual meetings, at least monthly, 

10. De-emphasize the person-to-person approach to and from the library 
director and utilize the chain of comnand, with written memos when appli- 
cable- clarify to the library staff what types of problems and questions 
should be dealt with through the chain of command-, and identity when tne 
director is available for direct consultation outside the .chain of command. 

11 . Establish the following forma l^ed means of conmunication for 
ejcternal and internal audiences to be supervised by one individual: 



a a bunetin board in the library to serve as an instant 
coimunicatlon device for library personnel to post memos, ^ 
decisions, announcements, etc.; * " 

b a weekly newsletter (for the library staff and a selected 
external group) to Include, for example, selected new 
acquisitions, physical changes In collections and facilities, 
policy decisions, staff attendance at meetings. Library 
Advisory Council minutes; 

c a notebook at the reserve desk to contain uDpies of all 
newsletters, policies, the calendar of events, council and 
■ cormittee minutes, and other information pertinent to the 
library staff; and 



d. 



a profninent suggestion box, with the appropriate publicity, 
fop receiving suggestions and questions from students. All 
qttfeHes should be answered by the appropriate department, 
and selected Items may be posted or published. 



12 J Continue the personnel schidule calendar that is posttd outside 
the library director's office. 

'13. Adopt the follov^lng mission statement: 

Ezra Lehman Memorial Library conceives its mission 
to be an essential component of the intellectual and 
cultural missions of the college. The library , fosters 
the free Interplay of ideas by /unctioning as an active 
and creative force for the interaction of library^ ser- 
vices and resources with the campus coimunity and the 
larger cornmunlty beyond* - ^ 

14* Adopt as on-^going objectives: . 

a* The Educational Objective which responds to the need to know 
by developing Tibrary users who are aware of and understand 
the scope of /library resources^ any who are able to define 
Information needs md use bibliographic tools for Information 
access I 

b. The Respurce Development Objective that continues to acquire 
and to develop' resources 5 both personnel and materials s' that 
are appropriate to the educational; research, and service 
wograms of the college; 

c* The Resource Hanagement Objective to organize^ support 
, ihterprets foster ^ plan/ and review the library programs 
and goals, 

15. Encouifage and develop librarians to be educators and information 
specjalists who interact with the library communities* (For example, begin 
a public relations program for public services that would incorporate 
library, instruction and collection evaluati on/development roles for the 
icademfc comniunlty* ) 

16* Institute career development programs that provide for better 
utilization of library personnel In terms of job satisfaction. (For exampi 
encourage the participation of library supervisors in training programs to 
develop supervisory skills,) 

17. Continue to identify and participate in the institutional planning 

process, 

18* Institute the performance evaluation program as set forth in the 
Append Ik of this report, 

19. Reconstruct the "library user survey" to obtain more specific and 
meaningful information concerning^ the quality of services at the public 
contact points; administer the survey on a periodic basis to assess service 
quality and to ascertain the users* needs. 



do 



A 



■ '-20.. Design a method to evaluate the library instruction/orientatian 
program, content and technique.- (For example, provide a general library - 
instruction progr?ti for graduate students.) - 

21. Evaluate the services Vovided to and the needs of library 
users during summer sessions. . . 

22 Charge the Committee on Physical Facilities andlibrary Technology 
with studying the security situation at the circ^ation desk to determine 
the need and f.ea-s1b1lity of inniating a more thofough security system, 
perhaps an electronic detection dijvice. i- 

23. Charge the Comiittee on Library Prrograms and Program Evaluation 
with the alignment of staffing patterns foAth| public «^vice points in 
relation to the expressed preferred hours oKuse ai !^>L''(Jnth nf 
of theolibrary user survey. (For example,"in>estigate the-length of time 
nyssary -for getting to graduate students the microfilm photocopies which 
they have requested.) 

24 Charge the appropriate Library Advisory Council committee with 
determining the feasibility of providing those added services indicated 
as desirable in fection 13 of the library user survey. (See Appendix) 

25 Request that the Vice President for Acadtmic Affairs remove 
responsibility for production and distribution of identification cards 
from the Tlbrary and reassign this function to another office. 

26. Establish a toll free telephone number for the use of library 
patrons. , r 

27. Install a third coin-opirated photocopying machine. 

28 Charge the Public Services Department with arranglnr.the general 
collection In a continuous alphabet, beginning on the lower level with 

A to D in place. 

29 Request the Reference unit and the Cataloging ^Department to 
present a proposal to the Physical Facilities and Library Technology ^ 
Coimlttee concerning the optimum use of space m reference and cataloging 



areas. 



30. Request the maintenance administrative officer to study the 
heating/cooling problem. in the library and to present possible solutions 
to the library director. 

31. Request the Public Services Department to survey the library to 
determine the need for directional signs and to present a propos|l to the 
Physical Facilities and Library Technology Committee. , 

32 Request; that the Vice Presfdent for Acadenjic Affairs relocate the 
L1br*ary Science Department in suitable space outside the library building 
by 1980. . ^ " ' 

11 
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'33. Charge the Physical Facilities and Library Technology Committee 
witK a.ctively studying ttie locations of departmefits within existing library 
sp^cei. with a report to:be presfiiited^)7'Ileciniber, 1980. ' ' 

34. ■ Charge thr'Physical Facil 1ties and Library Technology Comniittee; 
to, have as a lajbr responsibility keeping abreast of the new technology in 
order to investigate aMernatlves to the traditional card catalog, with a 
pre! irnlmary report- to be issued by December, 1980. ' • 

35* Actively pursue the restoration of a 1 Ibrary ^addition to the 
capital expenditure plan of the College. 

36. Establish a complete^^conectioh use mon torlng system that will 
provide timely user satisfaction rates, conection profile and use informa- 
tion, and other data that will aid the collection development process. 

37. Charge the CofTOittee on Financial and Personnel Resources with 
recommending the allocatton of the library materials budget as part of 
its responsibility. ^ ' ^ 

38*\ Charge the Comlttee on financial and Personnel Resources with 
establishing a written collection development policy by Ouly U 1978* that 
provides for the optimal expenditure of the library materials budget in 
relation to institutional objectives and that meets "Guidelines for the 
Formulation of Col4^ct^on Development Policies.'- * 

'3?. Request that. the College President grant the library the authority 
to begin to expend its annual materials budget with the first month of the 
flscal^year, by transferring library funds from discretionary to fixed costs 
■ 

40. Request the Vice President for Academic Affairs to work with the 
college business ^off ice to develop a reporting system that will tell tRe 
acquisitions librarian on a timely basis the orders actually placed, the 
amount of the budget expended , etc, 

41. Charge the Gommittee on Physical Facilities and Library Technology 
to investigate the feasibility of an automated acquisitions system, which, 
among other things, allows the user tO' determine the current status of any 
order. ' ^ . . , 

42. Strengthen the. current "field acquisitions" work by assigning 
specific Ifbrarians to work with specific schools/departments and to serve , 
ort schools' curriculum -cormittees* » h 



1a.L,A- ResQjjrces = and,Jechn1cal Services Division Collection Develop- 
ment CofTBiittee* "Guidelines for the Formulation of Colleptlon Development 
Policies," Library Resdurces and Techni cal Services, V,\21s No, 1 (Winter, 
1977), p. 40-4T^ / ' - 



-1.1.. - . ■ TASK FORCE ON ORGANIZATION, . 

COMMUNICATION, GOALS AND OBJECTIVES 

The Task Force on Organizaticn, Coimnunlcatlon, and Goals and Objectives 
had as its, resRonslbllities the development of Implementable reconmendatlons 
for necessary or desirable changes In the library's organizational structure 
an^'conmunication processes and the design of an on-'bping process for the 
formulation of goals and objectives. In^dir to achieve this, the task 
force'subdivldeMntd threfe bodies: Subgroup on Organization, 

which stressed staffing patterns, clarification of Individual responsibility, 
and supervisory roles/chain of coimandi Subgroup on Coninunication, which , 
emphasized mBchanismff for communKatfon, flow of Information vertically and 
laterally,; and external cbnmunlcatioh; and Subgroup on Goals and Objectives, 
which considered job satisfaction and 'career development', achievement. of the 
library's mission, and perfprmance measures in its attempt to design an on- 
going program of goals and objectives. 

In conjuncWo'n with the efforts of the individual subgroups in their| 
.respective areas, the task force issued a questionnaire to measure staff ' 
' fepllngs concerning critical orgamzationaT issues." The task force 'hoped 
to gain an Indication of the climate of. the library as a whole. The instru- 
ment used was tKe-ARL/OMS Organizational Profile Ques'tlonnai re. On the-, 
basis of the, data gathered, a profile was created for the library, character- 
izing patterns in supervirion, motivatioi^ communicat-1onv decistonsT'goals, 
performance review, and training. The cons'ultant explained that scores 
approachfng 100 indicate positive attitudes in a given area (e.g., good 
'comnunication, high morale, timely decisions, etc. ) and that the norm for 
most libraries ranges between 75 to 80. As the chart shows,' the library's 



profile fen below the norm In each of the seven categories. (See Appendix) 

These rtsuUs underlined the need for improvement in areas already singled 
out for investlgattaB by the task force. In addition to lending Impetus to 
efforts already begun, the results emphasized the need for Implementable 
reconmendatlons to improve what were perceived as problems in the library. 

^ ORGANIZATlbN 
Description 



^The Ezra. Lehman Memorial Library is tradltlonany organized along 
departmental, lines With each department responsible for certain tasks, 
processes, or functions: for example, the provision of reference service 
to the library's clientele, the cataloging and processing of library mate- 
rials, and the arrangement and public service aspects of the periodical 
collection. Each department is staffed by one or more faculty librarians, 
by one or more civil service pirsons,: numbers of student 

workers. Departments report to the library director through the faculty, 
librarian designated as department head. (See Appendix for organization 

and staffing charts.) 

; The library's administrative office consists of the library director, 
her secretary and the duplicating machine operator. The director is respon- 
sible to the college administration for the quality of service provided by 
the library, for the development of the library collection, for^^lanning 
and evaluat1ng7lbrary programs, and for all budgetary matters. As a member 
of the academic administration, she represents the library to the college . 
conmunity through membership'on the Dean's Council. She reports to the 
-college administration through the Vice President for.Academic Affairs. 
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In addition to her responsibilities for the library operation, the director 
also, heads Campus Media Services, which consists of one faculty member, two 
civil servict staff, and fifteen student workers. 

The Acquisitions Department is responsible for most aspects of book 
collection development and maint^enance and for = complete control of the 
library materials budget. Campus-wide Input regarding, suggested purchases 
is sought in order to plan the expenditure of library funds to support the 
conege's academic programs. The department proi:esses and orders most 
library materials and receives all materials and supplies. 
"" The PuWic Services D has responsibility for all aspects of 

reference service, circulation control, the government documents collection, 
and interHbrary loan. This department acquires material for and maintains 
the corporate annual reports and government documents collection^. Librar- 
ians fn this department develop and administer programs of library instruc- 
tion to entering freshmen and, to individual classes, both undergraduate and 

graduate. „ ^ . 

The Serials Department is responsible for the development and mainte- 
nance of the periodical collection, which Includes hard 'copy and microfilms,, 
and for providing access to the collection for t^ie library's clientele. Tt 
also maintains the machinery necessary for the use of the microfilm collec- 

tlon. . . , * f 

The Media/Currlcular Center houses several book coliectlons, most of 
tKe library's software, tnulti-media equipment, and many other collections, 
for example- , piTturer, pamphlets, maps, slides, transparencies. The staff 
Is responsible for developing, acquiring, and maintaining the collections 
and for providing public access to them. Cataloging and processing for 
some materials is done by the center's, staff. 



The Cataloging Department catalogs and processes all monographs and 
continuations for library collections including reference, general; Pennsyl- 
vania, rare book, and the library of the Rowland School for Young Children. 
Books and non-print media for the Med1a/Curr1cular Center are handled by 
this department 1n conjunction with the center^s librarians. The staff is 
responsible for filing and maintaining all public catalogs and shelflists 
in the library except those in Medla/Curricular Center. 

The library of thft; RiO«l and School for Young Children serves pupils ^ 
and teachers of the schoel and member^ of the academic conmunity. The 



faculty librarian In charge selects material for the library and super- 
vises all service functions. - I 

The faculty librar1a,ns and the jlibrary director constitute a group 
which is not shown on the organizat^dh chart. They meet on a biweekly basis 
to share information, to decide changes in library pblicy. and to formulate 
new policies. They also discuss other library-wide concerns, and they 
engage in short- and long-range planning. Decisions reached by this^body_ 
are then conmunTcated to theT departmental , 1,e.. implementation, levels. 
A number of committees exist as sub-sets of this body. They function with 
widely varying degrees of regularity and effectiveness. 

Policies and decisions are also made as the various department heads 
report to and consult with the^director. These policies and ^isions are 
then to be relayed ^:o the personnel in departments involved. 

The director also meets with the .civil service staff as circumstances^^ 
require to inform them of decisions and policiesof library-wide^slgnifi- 
cance which directly affect them. Civil service related problems are also 
discussed. 

Although each department has its own basic tasks and staff, there is 
duplication in various technical functions and in the »tiMz^n£____ 



personnel throughout the library. For example, the Med1a/Currieu1ar 
Center, the Public Services Dipartment, and Serials Department all initiate 
orders for mateHaVs outside the acquisitions system. To varying degrees 
these departments also organize itiaterials for* the public outside the cata- 
loging system. 

During the past year, faculty librarians 1n the Public Services 
Department teve assumed mm reference responsibility because the depart- 
ment has frown by the addition of one full-time librarian, formerly a 
MiBIr Ff^TTi^Catal'ogfnTDe^ all faculty librarians 

=paTEtt€4^^=4R^Btel4e=5erw^ some 
"extent. Most are included in the weekly reference desk schedule, and all 
librarians share in covering weekends. * 

Civil ser^tce staff who work in public service departments deal with 
the library's clientele as a normal part of their duties. As they work at 
the 'card catalog ancl In other public areas, civil service staff from the 
technical service departments also meet the public. The staff continually 
demonstrate their concern for the library by willingly working in areas 
other than their own on a temporary basis when they are needed. 

Analysis _ , 

The organization chart does not present a complete picture of the 
library's organization or its function. It is accurate as it depicts the 
.departmental structure of the library, showing direct reporting lines be- 
.tween each dfpartment head and the library Jl rector. In.general th e rippart 
ment heads are pleased with the free access which they have to the., director 
Given the small size of the library operation and the library staff, the 
1 ^paxtment Mads_th1nk that_8^ m^^^ miMgemeJllIa^,?'" would serve to impede 



the nm 0f mmmmmm and decislor^-itiaking. The direetor believes ' 
-strongly that she should; maintain an open-door policy so that all werfibers 
of tha library staff may feel free to talk with her on any issue. 

Rewbers of the subgroup Inttrvlewed all departmsnt heads. In genferal , 
dfpartinent heads feel that they have thiff autfto^ity to manage their areas at 
the operational level. Supervlscty responslbHtties are not formally de- 
fined, and somft department heads expressed tte need for a definition of 
their authority Hn th# area of personnel attion,. Most rfepsrtmint heads 
- feeT^it^iSlr superH ^ tralnlnl 

=^ipirffi5i^ouldFW^Wl^^ 

The group composed of the faculty librarians ^. the ll&rary director - 
constitutes an "associate directors body" regffrdliig maffly decisions and 
policies. Because'all faculty librarians, whettet' on not they serve as 
department heads » participate at this level on an, equal^asls/ there seems 
to be widespread understanding of and commitment t^ dficfslons and policies. 
The civil servl-ce staff should be represented onrthls J^bo^.^ By broaden- . 



Ing the membership; fomal^zedl^ 

of the library staff now unrepresented at the policy level. 

Permanent coirnittees should be formed by thls group to gatlher informa- 
tion^ receive proposals, and make recommendations. The "associate directors 
bodr should set operational and reporting guidelines for the comnittees^ 
' Final authority for tbe library's poTicies and decisions, hov^fver, must 
remain with the director. Proper functioning of these comnittees should 
provide organized, broadly based, reasoned Input' for the library director 
and the "associate directors body.!^ Such permanent committees would - 
obviate the proliferation of ad hoc comnittees;- theyn^ould relieve the 
director of time-consuming leg worHj and they would use the talents and 



ej(ptrtise of the library staff, which; many cases are not now completely 
utilized. (See Rec. no. 3) " 

During the past twilve months a shift in personnel diploj^ment toward 
the public service departflieiits has occurred. Without the cooperattve, 
fTexible attitude on the part of the staff toward changes 1n responsibnity, 
the effective operatl on of the library would have been seriously hampered. 
Several internal and external constraints have necessitated the chanps; 
utnizatloR of OCLC-based processing for nrast library materiaTSi Increasing 
deniands for public .serOT«^^ jiew^ tiiser-orlented frQ|rfes» the recen:t 
-tusr^f-tff^-^lvn^iir?1^^ 

- = ■- 1 . ■ ' i 

materials. 1 

- * student workers constttutr'a vital part of the^m They 
perforni a wide variety of tasks throughout the library. Mlthout^the stu- 
dent workers in. public service area^. It would literally be IfflpossTble to 
provide adequate service to the library's clientele. Library staff members 
are generany satisfied with training which students^ receiye on^thejob.j^ 
They r'ealite that 'grouR training programs for student workers cannot be 
organized easily given the outside constraints of students' academic ; 

^ . ■ ■ ■ = 

schedules. , * • , 

The library director's time is also a valuable personnel resoMrce for 
the library. A significant amount of her time, however, is currently. ^ccrn- • 
sumed by the responsibility' for operating Campus Media Services, This is 
perceived as an excessive drain on the library's already limited resources. 

Attention should be given to the technical function of check-in and 
pouting for certain types of library materTals. The library lacks a stand- 
ardized system for, the handling of serial items,, continuations , and docu- - 
ments.' In some instances duplicate records are kept by two library 



departftfents. A streanillned method of handling thise fnater1als would be 
more ifficiint. and it would relieve public service departments of some 
tecfrinical tasks. • 

COMMUNICATION 

„^?He^44br'a^Mises-man^ means of communication to reach Its InternaT and 



J,^,,^,^^MMMmBS^M^ audience can be subdivided into several groups. 
The wtlt^e below Tists those groups and the methods ^ised to communicate 



tfiem. ; 

I, External audiences 



A. Faccrlty * - 

1. Memos' from , . I 

- Acquisitions Oepartraent , " I ^ ^ 

-1) DepartmentaT allocations (when budget 

- penivlts) . 
2) Ordering proees,Sr4nfonii»t4^oB 



a. 



3) New acquisitions (retum,,of processed 
order cards) 

4) Cancellations . . ^ ^ ^ . 
'5) Library faculty liai son with departments 

' 6) Sift acknowledgments 

7) Distribution of CHOICE to- academic 

departments 

b. Circulation 



1} Overdue no^ttces , 
2) Reserve iiatlces ^ 
Medla/Currltular Center 
T) Overdue notices 

2) Letters concerning missing components 
Reference 

1) Interlibrary loan notices 

2) Coniiiunications wlth-^faculty concirn- 
.Ing special assignments , 

Serial s-ftepartment , » 

l) Annual contact with departmehts 
concerning renewals and deletions 

Z) Overdue notices 

3) -New acquisitions lists. 
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2. FACT 

3. FIB - 

4. Membership on faculty commlttsts, Library 
ind Media Councils, etc. 

5. Informal conmum' cations 

a. Hearsay - 

b. Parties, mealtimes, etc. 

c. Special projects, exhibits, etc. 

d. Other meetings. I.e., APSCUF, etc. 

B. , Administration 

1 . Memos 

2. Overdue notices 

3. FACT . . ^ ..^ 

4. Slate 

5. Contacts .of the library director 

a. Academic Dean's Council 
___b^FprBaLMvmMXJ»eetjng w ith Vice 
'~ 'Tfesi dent f or A51¥emi c 'Afya 1 r s 

c. Informal communication with the*Pres1dent 

d. Adinlnlstratlve Council contacts, e.g., 
. Covey and Kllnedinst 

6v Llbrary-ftwTtyTneetlng^^^m 

7. AnnuaT rfeport 

8. Informal communications 

9. Membership of librarians on campus committees 

C. Students 

1. FACT 

2.. Slate 

3. College catalog 

— ~4t— Overdt&e^notlgesr etr.^ "^^^^ • 

5. Student handbook (Swataney) 

6. pdsied announcements 

7. Special projects, exhibits, etc. 

8. - Student workers 

9. Library orientation 



D. Alumni ' . \_ 

1. Alumni Newsletter and other releasas of the 
' " ' Alumni Office 

3. Press releases (Office of Public Relations) 

3. Gift acknowledgments 

4. Special occasions: Alumni' Day, regional 
alunwl meetings, etc. 

5. InformaT conmunicatlon 

' E. Outside world 

1.=^ Of flee _of_ Public Relations" _ _____ 

\ 2. Professional library gournals 



3. Gift acknowledgments 
4- Exchange lists \ 

5X State Cbllege library directors' meetings 





wt^ m^Jnutes 



6. State Collegi librarians' meetings 
'7. Individual publicity, e.g.* interviews, etc. 

8. State and federal reports, e.g. , HEGIS 

9. Community services, e.g., courtesy cards 
10. Associated College Libraries of Central 

Pennsylvania 

n. Special ;proJects, e.g., Genealogy workshops, 

DaVlncI week 
12. OCLC and PALINET newsletters 
13; Intfrllbrary loan transactions 

14. Other professional organizations and 
activities 

15. Involvement of librarians In cifeer services 
meetings 

16. Informal communication 



II. Internai audiences 



"=^-ftf==lFffectt^ ^1 rector^ ~ 
1,, Department heads 

'2. Library faculty meetings , ^ 
3. Membs 

, B. Librarians to Hbrarians 

1. Library faculty meetings 

2. Agendas 

3. Announcements 

4. Minutes 

5. Policy statements * 

C. Librarians to civil service staff 

^ 1 ngsH^eri eata^logl ng-Oepfc * 

Public Services Dept., etc' 1 
. 2. Department memos 

D. Director to civil service staff and ylct versa 

1, Staff meetings ^ 

2. Memos 

' 3. Suggestion box, ■ 

E. Library personnel to and from student .workers 



Analysis and' comnentary 

t 9 - 

After interylewing library staff members some problem areas were 
identified. = Uneven participation of college facuUy-ln book ordering, 
■despite memos from the acquisitions librarian, indicates the need to 
strengthen the library's contacts In this area. Many classroom faculty 



seem'largely unaware of new acquisitions or present library holdings 1n 
their subject fields. This shows the need for better publicity and for 
the .Intensification of library Iklson with other academic departments. 
It was notef, holiever, that in dealing with the faculty, informal sontacts * 
are some times. more productive than formal comnunlcatlons. 

The exc llence rf library relations with the Alumni Association is *■ 
demonstrated by the alumni's enthusiastic support of the Loyalty Fund drive 
during the past two years. Money received through the Alumni Office and 
from indlvldyal donors enabled the library to counteract somewhat the 
"WfppTIng effects of a sharply curtailed library materials budget. 

There should be some form of communication which would stimulate stu- 
dents to a much wider use of the library's resources. There should also 
be an effective rnithod for receiving more Input from students concerning 
Hbrary policies and acquisitions. 

The internal audience for conmunl cation consists of the library staff.- 
Although not "is large as the external audience, the*internal one ij equan^^ 
as Important. For "the purpose of this analysis various groups will be 
Idintifiid* 

Most of the commjnications received by the director from the librarians 

arefrom the department heads. These communications do not occur>on an • 

organized basis. They are irregular and depend largely on the individual 

and the. situation. They also tend to be oral rather than written. This 

sometimes create^ problems of verification or emphas'ls, • 

' Goniiiuni cation that arises from the decision-making process tends to 
' ' '. . . ■ ^ 

be •conveyed on a person-td-persofn basis. For some librarians this can 

undermlrie the Impact of the message on' occasion. Some communication may 

be overlooked. For example, personnel have been temporarily redeployed 



without the heads of the affected departments biing approprlitely notified. 
Established procedures have sometimes been bypassed In ordering materials 
for the Medla/CurriciJlar Center and In dealing with the b1nder)| 

There is a strong desire that the chain of coimand be employed con- 
sistently throughout the library. Thus, department heads shouM be the 
vehicles for comnunl eating to departmental personnel. This is not to say 
that the director's "optn-door policy" should cease. It should, however, 
be clarified to the staff under what conditions the chain of cornnand may 
be bypassed. 

""^""^^^SitailtnrTrorWd service personnel are ^ 

similar to those mentioned above. When chafin of command Is sfdestepped 
to direct a civil service person, that person can be placed In an awkward 
position. Decisions should be reached between the dirktor and department 
heilds before actions are taken. 

Conmunicatlon to the dvH service staff from both the director and 

^he jJJjOimans^has^been ^ As a group the civil 

service staff feel that they are not informed of decisions made in library 
faculty meetings, the director's office, and library departments. There 
is little or no effort made to solicit adv1.ce from civil service personnel 
beffare decisions are n«de. 

The bmnunlcatlon between individual librarians depends entirely on 
the people involved. Some was- described as good, some as bad. Chain of 
comnand 1s often not used, and sometimes there is inadequate follow-up- 
cormiunicatldn to all department members. . * ^ 



PERF&RMANCE EVALUATION. GOALS AND OBJECTIVES 



In response to the specific Charge to design a process for the 
development of broad, on-go1ng objectives, departmental objectives, «nd 
Individual gwlV (taking Into consideration Job satisfaction a^d career 
development, performance measures, and, achievement of the library's' 
mission), the Task Force on Organization, Communication, and Goils and 
Objectives urges the "adoption of a performance evaluation program based 
^^performance goals to be developed for each unit and each IndJ.vldual 
In the tibraryr^^ee-AppendlT^^i'fTi^wW 

for the 'implementation of such a program are based largely on those set 
forth in Staff performance Evaluation Program a't the HcGIlT University 
yb^ari^,^ a publication resulting from a .collaborative project of the 
Office of University Library .Management Studies and the McG^Ill University 
Libraries,. 

Unit goals are to be based, on the overall objectives and general 

mission statement as fonnulited by this task force and approved by the. ^ 
library faculty, civil service staff, and director. (See Rec. nos, 13 & 14) ' 
In turn, the unit 'performance goa Is, will provide the j-atlonale .for the 
responsibilities of each staff member, and for tlie definition of standards • 
for the performance of those responsibilities. These will form a hierarchy ,^ 
of objectives and goals in which individual and. unit goals are ultimately ^ 
compatible with the overall library objectives and mlS.sion statement. 



■Association of Research Libraries. University Library Management 
SfudTes Office, ^ Jtaf f Performance Eval uati on Program at the McGi 1 1 Uni ver- 
slty Libraries: ^'Program Descrijtlon of a Boal s-Based Performance ^ 
fevaluatlon Process with Acconipanylng Supervisor's Manual. Washington: 
The Associ a tipn , , 1 976 . ■ 77 , » 



The effect should be to Involve each staff member in the development of .^.^ 

.sui table, goals and related standards of performance to provide a day to . v 

■ ■ . . ,. ■ ' ■ ■ '. ■ ' ■,' . .- .-.it 

d^y pattern for his or her own work. ^ ^ , /. . 

The. assuniptiori 1s made that recognition and>eight1ng of a work unit's 



actt\d ties can be/t W reached 1n a group d1sciJSSlon among its .. ....^ 



Superv1sors2 should leadsuch discussions and thereafter rnonltor the ^ork 
program decided upon,, keeping it In step with the llbrah^'s pvirall service ;| 

objectives. ' ' ' ' ... 7 

This suggested program \% based on. the assumption- that the library 

-^taff-waiit to do-the1r jobs wen 

■ is expected of them. They are most ,;ikely to. understand expectations 1f ' 
they help to establish their own roles; Those roles will fit" the situation 
most exactly if the staff members' own insights , are used 1n developtng them. ^ , 

MJnit goals can be either ibng- or short-range specific aims of a basic 
woHc unit.. They are to be developed by the staff of each unit in -group , 

sessions. ' ■ ' ■ , ..^^-^-^ -.^Ju.-,— 

Hnit^Der fornianee standards should irrdicafe th^ acceptably level of 

\ performance for unit goals, given the needs of the library and the re- ^ 
sources available to the unit, They should be^ specific and observable; 
they.may be both'meaSu^ble and subjective. ,At least three -times a year 
,r ' each unit shqjld.meet with its supervisor to assess progress, to discuss 
problems- and'the opportunities for _ improvement,, and "to revise goals. - 
Individual goals should be .specific, written, and agreed-upon ■ 
^ definitions of wha^ an- individual staff member will strive to actofflplish 

over a period Of titne. ' . ■ ' ■ ' > 

■ * i *i - ■ - 

■ ■ * - 2"Supervisor-' refers to^the one who is designated with the »-|sPons|bl1ity| 
for the development of un+t and Individual goals and performarme fevaluation. g 
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. rndlvidual perfgn Tiance standards should reflect an agreemifit between 
the staff membef and his or her supervisor concerning when, how welli how 
much, or how often the individual goals will be achieved. The standards 
may be tneasurable or subjective. They 'shduld be defined as speclficany 
as possible, and their achleveinent should be observable. A formaT meeting 
between the individual and the supervisor three tiines' a^ear w1 11 Include 
a review of the ind1viclual"s personal job goals and a planning session for 
the next review period/ Once a years they should jointly prepare a formal 
evaluation document to be given to the staff, member. 



PRELIMINARif RECOMMEND ATIONS OF THE Ttf iC FOROE 



" V; Name the "associate directors body" the Library Advteory Council. 

2. Expand the Library Advisory Council to Include representatives 
from the civil service staff as" participating members, The 'librar^_ 
director and representatives from the library faculty should Wt vvith 
the civil service staff to elect council' representatives . The civil ser- 
vice staff should determine the number of representatives* the nianner in 

, which they are 'elected, and the length of term. Terms ^,should be staggered 
' ' to provide continuity, 

3. Form three standing conmittees from the Library Advisory Council 
' membership whose functions shall be to gather infonnation, to receive 

p'roposals, to plan, to make' recoirpendatlohs in their respective areas to 
the council and the director. These standing conmittees shall be: the 
, Physical Facilities and Mbrary Technology Coiranittee, the Library Programs 
' and Prograni Evaluation Committee, and the Financial and Personnel Resources 
Ccwmittee. the. counci 1 should establish the scope' of operation and report- 
■ ing guidelines for each conniittee. The results of these actions should be 
V ; eonmunicat'^^ to the entire, library staff. 

S/ 'V . 4. Convene a nieeting of the Li brainy Advisory Council at least once 

i/- every two weeks to receive conpi ttee reports arid to" consider other business 
E ■, :^ ■ to be brought before tbfr^unciTT\_ ^ ^ < 

': s". Request that/^he library director define and issue to all library 

^Xv: - persomei formaT guidelines regarding supervisory responsibilities to be, 
i54V. accepted and met by the faculty librarians involved. . • 

SSf ^ 6, Request that-the Vlce'^ President for Academic Affairs reinove 

pit r i-eiponsi bill ty for Canipus;j^Med1a Services' from the library director and., 
^^""'-^^ d^ it to another administrative officer. 



7 ^ Request that the Library Advisory CojJhCi cHargfi an a^^pjopnate 
ccitinitki with tondiicting an in-depth study of all check^ln functions, 
JSSlngfay rife Attendant record Uping. nOi^ if. operation fOf '•^^'ajy , . 
S^erillsTf a serial nature throughout tha libr^j-y. tha ccwnittee should 
S ic its stuflxduriM the winter ""^^^ter. 197^78. jnd^^^ 
present its recoimend^ns to ^the di rector and the courtcil by May, 1978. 

a Fequest that ■the Financial and Personnel Resouwes .COrimlttfii be 
charqed with drafting 'S niechan ism that allowr supervisei indivKiuals to ' 
eSllufte th lr supervisors. The cotmiittae should preseht its recoiwienda^ 
tills to the director and the council by May. 1978. with thfi Pfografn to 
begin Septeinber U 1978. ' , • , . 

9 Regularize comnyni cation to and frcm library depaKment. mads 
and the library director with indlyidual meetings, at least rnofithly., 

10 Da-emphasize the person-to-person approach to and from tre 
library director and utiflzi the chain of cownaM, with wn ttw jenios 
; en applicable; clarify to the library staff ^^^Mf^^L^^ 
and qu stions shoiild be dealt with thfongh the chain of ff^^^f' 
Identify when the director is avanable for direct cohSuHation outside 
the chain of toinnand- ^ 

n Establish the foil owing fortnallzed meahs of cottintJhiatlon for 
external and Internil audiences to be supe^v1sed by one indi vidua! : 



a. 



c 



a bulletin board In the library to serve as an , . 

Instant conmunlcation device for library pefsomel to 
post memos, decisions, anhounceinehts; e^^ 

a weekly newsletter (for the library staff and a 
selected ejcternal group) to tnclude, for eWPle, 
selected new acquisitions, physical changes in 
collections and facilities, policy decisions, 
staff attendance at meetings^ Library Mvisory 
Council minutes I 

a'notebook. at the reserve desk, to contain copies 
of all newsletters, policies^ the calerdar of 
events, council and cownittee mtnutes, and other 
1 nforiMtl on pertinent to the l1b^a^y staffs bM 

d. a prominent suggestion box, with the appropriate 
publicity, for receivirg suggestions and questions 
from students. Ml queries should be ansv/e^red by 
the appropriate departrient* and selected iteriis m^^ 

be posted or published, 

12. aohtinue the personnel schedule calfindar that is posted outside 
the library director's office. 
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13. Adopt the following mtssi on stateinent: 

Ezra Lehman Meniorlal Librair'jf' conceives its mission 
to be an essgritial comporient of ths intenectual and 
cultural mtsslons- of the college. Tne library fosters, 
the free Interplay. of ideas by functioning as an active 
and creative force for the interacticn of library ser- 
vices and resources with the canipus conwunlty and the 
larger, conmuptty iayond. ' > 

14. Adopt as on-gping objectives: 

a. The jjucatlonal Objective which responds to the need to know 
^Tevil 6"pi n g 1 1 brary users who are aware of and understand 
the scope of library resources i and who are able to define 
Information neids and use bibliographic tools for Information 
access i 

' b. Resource Development &bj'e_cti>i that continues to acquire 
aiiT^o''B6vel6p resburces,^'^^ and materials, that 

are appropriate to the educatloiiaT, research, and service 
programs of the collegei 

c. The Resourbe Management Objectjve to organize, support 
•Tnferpfit, foster, planraM?ivTew the library programs 
and goals. ' ■ - 

15. Encourage and develop- librarians to be educators and Information 
specialists who InterBCt with the library connunities. (For example, begin 

:*a public relations program for public services that would incorporate 
library Instruction and conection evaluatlon/dfivelopnient roles for the 
academic 'conmunity,) - ' ^ 

16. Institute career development prograins that provide for better 
utnization of library personnel in terms of job satisfaction. (For example, 
encourage the particlpatlor of library supervisors in training programs to 
develop supervisory skills.) 

17. Continue to identify and participate In the institutional planning 
process, 

* 18. Institute the perfofniance evaluation program as set forth in the 
Appendix of this report. 



Members of the Task Force on Organization, 
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TASK FORCE ON USER RELATIONS 

The Task Force on User Relations was charged with analyzing and 
ceimenting on the library's public service functions, the collection, 
and the physical facilities. For these purposes the task force divided 
into three subgrqups. Utilizing data gathered in the library user sur- 
vey e^ch subgroup attempted to answer the detailed aspects of analysis 
and commentary as stated in the charge, 

PUBLIC SERVICES 



This subgroup was charged with examining and commenting on the 
library's public service functions as they affect the several classes of 
library users. Although not perfectly designed for this purpose, much 
MsefuVlnforniatlon was gleaned from the ^^1 ibrary user survey. 

■ Tfie survey was constructed from two sampifi questfonnalres' obtained 
from the Association of Research Libraries. It consists of thirteen 
sectiois, each containing a variety of mu^ltiple choice or'fm-1n-the- 
blank iue^tions. Appropriate sections of the suirvey provide space for 
wrltteri coninents. (See Appendix) 

THe surWy was administered to all, classroom faculty and all admin- 
jstratijve faculty, as well as a student sample. In order to reach stu- 
dents wlio ar^ both library users and non-U5^rs» the survey was distributed 
ta repr^Sintatlve classes. Using the faenn ty^Teachi na Schedule. Semester 
II. 197i-77 , Classes were randomly selected to represent alrtiost all 



sabject 



discipVlries and all academic level s^-undergraduate, graduate. 
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and continuing' education. The selection included Siventy-three classes, 
for a student sample of 1.857. A total of 344 surveys ms sent to the 
faculty and administration of the college. Fifty-iight percent of the 
student sample and forty=sevin and one half percent of the faculty/admin, 
"istratlon responded to the survey. From June to August, 1977. the raw 
.data was keypunched to^facHitate its manipulation by coniputer using the ■ 
Statistical Package for the Socia l Sciences. ^ . . 

The report which folibws is bastd ekclusively on the analysis of 
survey data and is divided into two main sections. The first deals with 
services provided by the library to all classes of usersi the second deals 
exclusively with services provided to graduate students. 

library, services to all classes of users " , 

. ■ Library hours^ The user survey allowed the respondent to choose the 
times that he or she prefers to use the library in three categories: - week- 
days, weekends, and summer session^weikends. 

The two most preferred time periods on weekdays are 6:00-6:00 p.m. and 

. 8:00^10:00 p.m., followed by 2:00-4:00 p,ni. and 10:00 a.jn.-12:00 noon. On 
weekeWs first and second choices are 2:00-4:00 p.m. and 12:00 npon-2:00 p.m. 
followed. by 10:00 a.m.-12:00 noon and 6:00-8:00 p.m. For sunmer session 
weekends first choice Is 10:00 a.m..l2:00 noon,, followid by 12:00.noon- 
Z-Otf p.m., 2:00-4:00 p.m., and 7:45-10:00 a.m. Early morning and late 

. afternoon time periods in'ganeral have low preference. The 10:00-11:00 p.m. 
hour ranks lowest in all three categories. . . ■ 



3Nie, Norman H. SPSS^ Statistic-al Package for the Social Sciences. 
2d ed. New York: McGraw-Hill, 
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Reference desk . An analysis of survey results shows "that faculty and 
students appear to be well satisfied with. the library's reference service. 
Forty-seven pircent rate the service as good*, th1rty-six percent rate it 
falri only eight pircint rate it poor. The survey also shows user satis- 
faction with the assistance received from the library staff In finding 
books, locating jouYnaT articles, and using the card catalog, Indexes, 
and other bibliographic tools. 

Less than forty percent of the respondents Indicate that they borrow 
material from other libraries. Those who did expressed general satisfac- , 
tion with interllbpary loari sSrvlce. 

Governmen t doctJments. The survey shows that lesp than half of the 
faculty and students responding use the documints collection. Those who 
use it achieve moderate success In obtaining the documents they want. 
However? users who seek assistance from the staff In locating documents 
"^re well satlsfted vith the help they receive. 

Circulation desk' . The majority of students and faculty have a fair 
to good relationship with the circulation staff. Approximately eighty 
percent of all respondents indicate that circulation desk service Is ef- 
ficient and helpful. A few written cr1t1c1srns show that security check 
at the exit turhstile is not thorough enough and that student assistants 
are sometimes rude and are not always sure of circulation routines. 
These complaints could possibly Bccount for the approximately ten percent 
of respondents who indicate that they receive poor help at the desk. On 
the other hand, the survey, indicates that users are very successful In 
-bbtalriing reserve materials. . ^ 

Periodical s .Departtnjnt. The survey. is not constructed to give an 
accurate appraisal of services provided by this department. It can be 



ascertaintd, however, that there is a high rate of satisfaction^wHhjthe 
periodical holdings file when used as a tool for detennlnitig Journals' 
availability. The survey also shows' a high degree of satisfaction with, 
thequallty of the microfilm readers and printers,. : * 

MedTa/Curricular Center . Although It cannot be detemifneci prectsely 
from the survey at which service point a patiron receives assistance in 
findlhg audiovisual materials, it Is most probable that the Media/Curric- 
ular Center gives the greatest amount of assistance because tHat is where 
the materials are located. Sixty-six percerKt of the respondtnts indicate 
that they are very successful in obtaining what they need and that they 
find the library. staff most helpful. • 
s Pennsylvania collection . Those surveyed achfeved average success 
In obtaining materials from this collection. Users who sought assistance 
from the library staff indicated that It was very good. 

In general according to the survey results, library users feel that 
the quality of service Is fairly high. It Is recogni zed, however » that 
;analys1s of library services has only begun with this report. 

f' ■ . 

Library servicas to gfaduate students 

The subgroup used the opportunity presented by this study to iden- 
tify graduate students' library concerns through the Graduate Student 
Assoclatipn, to interpret graduate student responSBS to the library user 
survey, to identify current public services to graduate students, and to 
recownend continuation or improviment of these services. 

. Most graduate classes are taught Monday through Thursday everilng^s, 
and the majority of graduate students cotmute to the evening classes— 
some for long distances. Because they seldom arrive on campus more than 
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half an hour bifore class or stay longer than one hour after class* these 
students havt a very limited amount of time "to use the library. mr\$ be- 
long to car pools, and the library time available to am Individual Is 
dependent on the willingness of the entire car pool to come early or stay 
late. An Individual 's only option may be to make a special trip to campus 
to do library research. 

Access to library facilities and services 1s not a special problem 
for full-time graduate students. Most are graduate assistants who work 
on campus, and they are free to use the .library throughout the day as " 
undergraduates do. Therefore, tftey were not speciany interviewed for 
this study. Their responses are included in the library user survey with 
all other graduate, students. * " . . 

Some.students.-attend graduate classes given by Shlppensburg State 
Conege faculty at off-campus locations like Lancaster, Harrlsburg, 
Waynesboro, Greencastle, etc? These graduate students tend to. have little 
or no contact with the campus while they are enroned In courses. Their 
needs for library services had to be determined durtrg the course of thfs 

study. 1 

The subgroup sought help from the Graduate Student Association in 
detemilning'where graduate students felt they had problems with the 
library. The Vice President of the Association lol let ted Information 
from the Association's membership, and they noted four major library 
confcerns: the identification card system, stolen or missing .library books 
noise In the library, arid photocdpyfng time, \ 

At the present time graduate students must apply at the library to 
secure an Identification card or to have an old card revalidated at the 
beginning of each semester. This process takes several days. Since the 



College Bookstore requires, a valid Identification card for accepting checks, 
the students are greatly Inconveniinced. The students' geheral feeling 1s 
that Idtntificatlori cards should be mailed to them at the start of each 
seraester, or that the cards should be ready for them at registration. 

The concern about stolen, or missing books arises #roni students' obser- 
vations that book bags, briefcases^ and the like, are not thoroughly 
checked as patrons leave the building. Because the students are often 
told by circulation desk personnel that material which they cannot find 
is lost or missing, they blame, the library's loose security .system-. 

Even though a "quiet area" for studying was Instituted this fall, 
graduate students feel that this area Is too noisy because It Is over- 
crowded. They suggested seviral additional p perhaps snianert quiet areas 
in the library. , The noise lav^l on the main floor was noted^ but the' 
students realize that this is principally a public contact area and that 
some noise here Is unayoldable, , * 

The photocopying problem 1s one of time,* Lines at the photocopying 
machines are too long in the^^evenings to permit graduate students to get 
copies quickly enough because of the limited time they have to use the 
library* They are also concerned about not being able to get microfilm 
ph0tocop1« withlti a "reasonable" time period, that Is, leaving a request 

-x 

before class to be gotten after class the same evening. Many who have no . 
other classes on campus during the week are willing to pay ppstaga to have 
the photocopies mailed to them.: ^ 

Graduate students comprised twenty-two percent of the student popula- 
tlon at the time the library user survey was given. Of the total number 
of surveys returned to the library, thirteen percent were from graduate 
students. 
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Graduate students appear to have a ver^ positive image of the library, 

even though the majority of them have few contacts with the library and 

limited knowledge of Its resources. In examining their responses to the • 

survey, one might conclude that they are content with library services. 

Fifty-six percent of the respondents use the library monthly . several timis 

a semester, or never, and only thirty-nine percent use it daily or weekly. 

.tf ... 
This is not to say that graduate students do not need a library. Sixty-sixM 

per'cent use libraries other than this one, and the great majority of these 
students use other libraries because they are more conveniently located. 
Only nineteen percent feel that other libraries have better resources, and 
none feel that any othtr libraries have better physical facilities. 

Most graduate students indicate that they are successful in finding 
what they need in this library. They also find the library staff helpful, 
and they rate the library services fair to good. A few students offered 
suggestions for additional services such as an elective library instruction 
program, more informal instruction on use of the library, and private study 
rooms. 

Subgroup members interviewed the heSds of the public service areas to 
determine what is done to acconmodate any problems that may be exclusive to 
graduate, students. The Sertals Department does not treat graduate students 
in any special-way. TheXgovernment dacuments section also gives graduate 
students the same services offered to all library patrons. If the matter is 
urgent, however, documents staH^will mall or telephone an answer because 
this section is not staffed in, the evenings or on weekends. The Media/ 
Curricular Center handles graduate students' problems on an individual basis 
The staff will extend; but not renew, du^ , dates on borrowed materials-, they 
will also locate and hold materials for grad'ofite students to pick up on the 
night of their classes. ^- \ 
' • ■ ■ 33 - ■ \ . ■ 



Tht Public Sifvlces Department pemits coimuting studints to charge 
out overnight reserv& materials after their classes rathtr than making them 
wait until' one half hour before the library closes. The department^^fso 
Issues ACLCP' cards to graduate studints to enable* them to borrow nBterlal 
from cooperating college libraries closer'^to their homes. Until this fall 
the provision of ACLCP cards at the classroom site of off-campus courses 
was about the only special provision made for these students. Occasionally 
off-campus class groups have come to the library- for instruction. Attached 
Is an outline of plans for the classes that will be held at Lancaster loca- 
tions during second semester, 1977-78. (See Appendix) If successful, this 
plan may serve as a model for other locations. 

• PHYSICAL FACILITIES 

A library, like any other Institution, Is faced with both Internal 
and external pressures. These tend to interact and limit the nature of 
the response that the Institution can make. They are of varying" Immediacy 
and Include such things as organization and fiscal constraints. Since the 
library addition projected for the mid-seventies is not now even in the 
.planning stages, it Is obvious that the library may not soon expect an 
extension or addition to thi present structure. We must, therefore, make 
the best possible use of the' area available. 

The Facilities Subgroup, on its own, and in meetings with the whole 
Jask Force on User Relations, tried to determine the neeas of the library 
in terms of its present and future physical facilities. On the basis of 
the library user swrvey it seems that tfie majority of respondents find the 
library'a pleasant placei although some criticism of the noise and heat 



levels was expre^ssed. The gurvay was originally Intended to guide the task 
forces in. their deliberation and reconmendltions* but there has already 
been movement in some areas. As a result of written conirents in the survey , 
a "quiet study" area has bmn designated in tKe lower level: of the library; 
due to preliminary subgroup dtscusslonss the government documents reference 
colleetlon was moved to. an area closer to the actual dpcuments. In addition, 
the area previously occupied by a Dial Access Infonriati on Retrieval System 
is being converted to a much needed meeting room and classroom for biblio- 
graphic instruction. In order to continue the progress that has been made 
and to insure coordination throughout the library all major areas of the 
building should b^examined* Special attention/ however ^ should be paid 
to the areas where ^problems are especially pressing. 

The general collection , ^ 

Those librarians who work at the reference desk can atttsf to the con- 
fusion caused by our unique collection arrangement^ the rationale for which 
has been lost in the mists of memory. As presently arranged it is difficult 
for the uninitiated user to find his way to What he needs. In addition, 
it can be difficult for tht librarian with several years of experience 
to direct the user to a stack area or to explain the arrangement* The 
Facnities Subgroup studied the possible rearrangeinent of the collection 
and in task force discussions decided to suggest a continuous ^alphabitic 
arrangement as being most logical. It was also determined that leaving 
A-D on the lower level would necessitate the least amount of shifting; 
As a coronary^ It has been observed that directional signs throughout 
the library are less than satisfactory. The configuration of the 



building wakes it difficult to give succinct, easy-to-follow directions 
to Its many areas. • • 

Rtferencfe 8,nd government documents areas ■ ' . 

\^ " . " 

/I J' » 

Current facnities are becoming more crowded, especially within areas' 
such as reference and government documents, there are verj? few empty 
shelves in the reference area » and those that are availahle -are not where 
the need U nrast pressing.. The situation has been alTeviatad somewhat by 
moving government documents reference materials to the upper level. The 
reference office is crowded with four desks and people, cqTnpllcatlng the 
structurally caused air circulation problem. The people who occupy that 
area and the library director have sought to have this sttuation attended 
to, but without success. The extreme heat makes it almost impossible to 
work in tti«* office under current conditions. 

The -government documents area has grown quickly In the last several 
years under its current director. Given current documents acquisitions 
pol1c1fi> the collection will probably continue to grow at an even faster 
'rate and, within the near future, will heed more space. THe new govern, 
ment docvfaents refertence area can be seen as. satisfying part of that need. 

Wrtfhln the reference area, the Cataloging Department 1$ faced with 
shifting catalog cards to reileVe^owdling In the drawers. This will be ^ 
the last time that this solution is ^asible given the present card catalog 
Assumiitg that thi collection continues to grow even at the present rate, 
a crisis pint will be reached within the next five years, fin alternate 
. to the trtaitlonal card catalororj^OTsion 'of the^pras-afit one must be 
considered;*. ■ ■ ^ 



Without, the construction of an addition to the present buildlhg, 
there is little^space for general eKpanslon in-house* Two limited possi- 
bilities Include that area now used by the Library Science Department and 
i pontlon of the cataloging area* Although the library science area is 
not large^ some hetter use than that currently made of 1t might be pos-^ 
sible. The Library Science Department should be^ found ^more adequate 
facilities elsewhere on campus, . 

^ The Cataloging Department staff has reeenfly declined in nunibers and 
no longer needs the space it once needed* It is possible that its physical 
arrangement might be compacted and 4ifat .the area could be shared .with the 
reference staff* , ^ ( 

The above'arenT^ corjcern are'those which need^he most , immediate 
attention. Other areas, jn additions might be profitably exanpnedj for. 
eKawple the adequacy of the serials facility. Further study could show 
that space In the .libra ry is adequate. Howevey^ as^the subgroup discussed 
these problems it' seemed that the staff will soon be unable to meet patrons' 
needs In the present building* Everything possible must be dorie to restore 
to the capital expenditure plan the library 'addition that was Initially 
reconinended in 1972v ' ' . 

THE GOLLECTION . ' ^ ' 

Thls^^bgroup was responsible for examining and coinnenting on the major 
collections of the library as. seen by the user. Very li%tle user feedback 
information has been pthered 'about the collections by the library^ and 
muchi of the Information gathered has never been analyzed* ^ 

ft ' ' " 
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? the subgroup first examlred the siveral responses to the llbravy 

user suryey through^ cross tabulation technique. Two major areas, serials 
r ' . and 'tJie general book collection, were studifed. survaa/ revealid that 

■ at! user levels, that Is, undergraduate through faculty, eightj^-one percent 
' ' . f<fre satisfied with the booic conectlon and sixty-six percent were satis-^. 
- ' ff id with the the serials collection. GUen what nil ght seeni to be a high 

' . percentage of satlsf action on the part of users , the subgroup considered 

. '' '-^ ■ ■ ,1, 

the foil owing basic questions ^ , ' . 

. • , '. " 1. What techniques could be used to determfne the 

user satisfaction rate for both the present and the future? 

" 2. How is the materials budget all ocatidf Can the 

& ' laequacy of , the collection be maintained or iinproved In 

' times of jM^nan^Ja^ r ^ 

3i How are Indwidual Items selected for the library? . 

t. > 4^ viha-t teclhnlques are used to detennln'e the status of 

materliv "on orderT'i Could more Information about this rnate- 
rial be provided for the user? , , ^ 

B What i% the reUtionshJfl of conectlon developnient 
to the curriculum? CouTd thlsraUtlonshlp be eRharicedl 

User feedback ^ . * . 

" , ^ ' " " ^ 

■ • . For niany years the Circulation Departraent has recorded the number of 

^^r^~ltimrnrcul¥ted dall^^ of Congress classification letters.^ For 

the last seviral years circulation statistics have not beiri totaled, =let 
alone ^nalyMd." The subgroup, . aided by the llbrary's^gradijate assistant. 
• ^ ttJtaled- items circulated by year. Next, percent of the collection ripre- 
sente^ fey each Library of Congress, classification letter was ditermlned. 
Final^ the number of patrons per year was calculated, Froni this infor-/ 
! ' . ' Baticri the subgroup determined the contribution made to the total circu- 
lation by each Library of Corgress classification It was ^ 




^assumtd that there should bt a close match, between coljecti'aii ind use/ 
Tables J and 2 show^the completf data. (See App^fld1}< foirtibTW. ) It 
appears In Table 2 that over the last sewn the ccrr^Utltfn Pfetween 
lectlofi profile and conectlon use has bifiH fftirly batamed. Sg^ 
If 4 'for detaf Is. - . ^ . 

There has teen» however, a steady, decll rift 1n total cirtuUtton mi 
in circulatfon irfftfiln almost everj' Library of CoKgress class if Ication * 
letter while the number of users has tncreasea. , See TabTes 1'aria 3. 
There could be a ngmber of ejcplanations for thi'si such as bustness stu- 
ilents' heavy use of reference books Iri the Hbrary, or -the purcfiase of 
fwer books. Ho. conectfon use data ixists to gtve prtcf se answers. 



Budget allo catloii ■ ' , 

The figures in Table 2 show that the bydget for books was allocated 
In a way that fairly well matched use witfi thfe collection profile. The 
■ . perforniance raties for audiovisual fnaterlals (forty-four pircent) and 

f ... ..... 

- -^^ thart the user satl sf action rate 

for books. Given that the budget has decfeased greatly in tre pi st sever- 
al years* It becMnes fmperatlye that the percfent of the budget allocated 

r for' books, jcurm and the like, match user needs as closely a^ possible 

' Co1 1 action deyel opment . ' 

A statanerit outlfnlng general select^Ofi policies was writteri by the 
acqiiisitfons librarian in 1973. While It states priniafy basic pHnci'ples 
—support of the currf culum, the Ubrary Bill of Rights, «tc^— ft does 
not describe how the budget should be allocated by form, for exaniple. 
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In an academle library, journals may ba itiore Important than trade books. 
It dbis not describe Itow the book op JoumsI portions of the budget are 
further anocated, for* example, by number of faculty, FTE studtnts, etc. 
Nor does It describe basic decision r'ules, for exaniple. a newly silected 
journal is/1s not always backfUed, out-of-print books are/are not 
purchased, etc. 

In recent years each llljrarian has been assigned to select items for 
the collection within one or more specific academic disciplines. Class- 
room faculty are actiyely encouraged td" submit selections of library 
materials within their specialized areas. Responses by the library fac- 
ulty and the classroom faculty have been varied. 
-—-flrenTfffWmlsXrT^^^ 

"card catalog. It is difficult, however, to determine the status and 
physically locate a took froni the time it is ordered until the catalog 
difds are fil^d* ^ ^ 

Relation of 'the library to other academic departments 

Having the librarians select niaterials for specific departnents is a 
positive step toward helpjrg the collectlori and library services reflect 
user needsV As the result of a F^^^^ Curriculum Committee reorganiza- 
tion plan devised during the first semester of 1977-78, the responsibn- 
Ity for curriculum change nay be dele|ated to the department/school level 
Provision has been made in this plan for direct participation by the 
library faculty* 
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PRELIMINARY RECOMMENDATIONS Of THE TASK FORCE. 



U Recanstruct the "library user surv^" to ohtaln more specific and 
meaningful information concerning the quality of services at the public 
eoritact points; administer the survey on a periodic basis vto assess service 
quality and to ascertain the' users' needs, . 

^ 2. Design a method to evaluate the Itbrary iristruction/orjentation 
prsgranit contant and technique, (For example* proylde a general library 
instruction program for graduate students*) 

3. Evaluate the servfces provided to and the needs of the library's 
Users during summer sessions, 

4. Charge the Committee on Physical Pacllltles and. Library Technology 
with studying the security situation at thft circulation desk to determine 
the need and faasibnity of initiating a more thorough security system* 
perhaps an electronic detection device, 

5/ CHarga the. Coimitjtie^mjdtE^^ 
with the alignment of staffing patterns for* the public service points in 
relation, to the eKpressed preferred hours use as shown by the results 
of the library user survey, (For example* investigate the length of time 
rteces'sany for getting to graduate students the rnicrofnin photocopies which 
they have requested^) 

6. Charge the appropriate Library AdVflsOify Couricil committee with ^ 
^fetiwilnirig the feasibility of providing those added services indicated 
w dMirable in section 13 of the library yser lUrvey, (See Appendix) 

7. vRequest that the Jflce Jresldent^iv^yWc^^^^ 
;responi1b111ty for production and dtstributfon of identification cards 
from the library and reassign this funetion to another office, 

8^ Establish a toll free telephone number for the use of library 
patrons . 

9; Install a third coin-operated photocopying machine, 

10. Charge the Public Services DepartWint with arranging the general 
conectlcn In a continuous alphabet^ beg1nni1n|i on the lower level with 
A to D ill place. . 

IK - Request the Reference unit and th» Cataloging Department to 
present a proRbsal to the Physical Facilities and Library Technology 
Committee concerning the optimum use of space. In referarice and cataloging 
areas/ ? ^ 

12* Request the maintenance adi^inistMtlve officer to study the 
heatlng/eoollng problem in the library and to present possible solutions 
to the library director. ' ■ 



■■13. Raquest the Public Services, Department to survey the library to , . 
J determine the need for' directional signs and to present a proposal ta the 
PhyslcaT Fkl If ties and Library Technology Co^^ 

14. Request that the Vice President for Academic Affairs relocate the 
Library Science Department in suitable space outside the library bunding 
fey 1980. . 

15. Charge the Physical Facnities and Library Technology Conmlttee 
wlt^ actively studying the locations, of departments within eKisting library 
space, -^ith a report to be presented b 

16i Charge fche Physical Facllitias and, Library Tichnology Comnlttee 
to have as a major responsibility keeping abreast of the new technology In 
order to investigate alternativBS to the traditional card cata,log, with a 
preliminary report to be Issued by December, 1980. 

17, Actively pursue the restoration of a library addition be the 
capital expenditure plan of the college. 

- . 18. Istabllsh a complete collection use monitoring system that will 
jrgyide_tiinily u^ser -Satisfaction rates, collection profile and use Informa-' 
^fr1onT-anFothei^ata=t hat~vft1 1-^^ on devel opnient process . 

19. Charge the Committee.on Financial and Personnel Resources with 
reconmending the allocation of the library materials budget as part of . , 
Its respohsiblllty. 

20. Charge the Comnittee on Financial and Personnel Resources with 
establishing a written colleGtion development policy by July 1 , 1978-, that 
provides for the optimal expenditure of the library materials budget In 
relation to institutional objectives and that mefts "Suldellries for the . 
Formulation of Collection Develbpment Policies. 

21. Request that the Cellege President grant the library the authority , 
to begin to expend its annual materials budget with the first month of the 
fiscal year by transferring library funds from discretionary to fixed costs, 

22. Request the Vice President for Academic Affairs to work with the 
- coTlep busih^^^^ that will tell the 

acquisitions librarian on a timely basis the orders actually placed, the 
.amount of the budget expended, etc. , 

23. Charge the Committee on Physical Facilities and Library Technology 
to Investigate the feasibility of an automated acquisitions system,. which, , 
among other things, allows the user to determine the current status of any 
order. ; " 



%L.A. Resources and Technical Services Division Collection Jevel op- 
ment Coimilttee. "Guidelines for the Formulation of Collection Development 
Policies." Library Resources and Technical Services , V.Zl, No. 1 (Winter, 
1977), p. 40-47; - • 



/ 45 



24* Strtfigthaii the currtnt "field aequisltlons" work by assigning 
specific llbraHans to mrk with specific schools/dipartmints and to 
strvt dn -schools* curriculuin coniTiittees, 
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TABLE 3 



CIRCULATION/PATRONS 





Year 


Total Circulation 


Patron Count 


1970 - 1971 


78,765 


359,667 


1971 - 1972 


85,712 


378,570 


1972 - 1973 


80,983 


353,401 


^"71973^1974 


71,672 


339,363 


1974 - 197S 

\ 


69,463 


370.990 


197S - 1976 


58,576 


368.324 


1976 - 1977 


51,177 


^ 396,819 




496,348 


2,567,134 
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TABLE 4 

- -1: ' 





BALANCE BETWEEN 


HOLDINGS AND USE 






Library of Congress 
Classification Letter 


% of Holdings 
Present 


Proposed Number of Books 
Required to Reach Balance 


Change 



A 


.6 


0 


riOb dig. 


B 


5.6 


■ n n ^ ^ 


+4. 4a 


C 


.8 


*869 


A A 

-.44 


D 


7.5 


-4i347 




E 


4.2 


0 


Not big. 


i 


3.1 


-2,134 


-1.08 


G 


2.5 


+1,838 


+.93 


H \ 


13.3 


+6,798 


+3.44 


J-K 


4.5 


-3,083 


-1.56 


\ 
\ 

- L \ - 


7.3 


+12,647 


+6.40 


M-N \ ! 


/ 7.9 


-5,908 


-2.99 


\ r 
\ i 

P 


23.2 


-6,047 


-3.06 


Q i 


10.1 


-3,992 


-2.02 


R-S ; \ 


2.9 


+3,142 


+1.59 


sT-U-V / 


3.0 


0 


Not Sig. 


X-Y-Z / 


3.5 


-2,233 


-1.13 



/ 
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PERFORMANCE EVALUATION PROGRAM 

I 

l\ - ■ 

The following program of performance evaluation, while patterned 
after one designed for the McGIll University Libraries^ is geared toward 
the specific situation at Ezra Lehinan Memorial Library. It is the recom- 
mendation of the Task Force on Organization^ Conmunication, and Goals and 
Objectives that initial formulation of unit and Individual perfonMinee 
goals and standards begin during Semester II ^ 1977-78, and be completed 
by Saptember 1, 1978. Semester I, 1978-795 would then serve as the first 
review period, with evaluation to be done by December 1, 1978, and goals 
and standards to be revised by December 15, 1978* 

Fonnulation of unit goals and unit performance standards 

In order to provide the framework for an organizational performance 
evaluation program at Ezra Lehman Memorial Library it is required that a 
list of goals be developed within each working unit. The unit goals 
should relate to the overall library objectives and should be designed 
to deal with Issues and activities of irmediate concern. To assure that 
the program Is an on-going process ^ it Is necessary that unit goals be 
reviewed and assessed periodically to deteim^ne needed changes, 

WhlTe the supervisor may find it a relatively simple task, to prepare 
a series of unit goals, there Is considerable value in having the members 
of the work unit participate actively In this process. This will assure 

a shared understanding of the work by including the Ideas and permec-^ 

t1ves of the itaff and developing a deeper sense of commitment. The 



following steps are suggested as a way of focusing staff invblvanient in 



the goal forniulation process. 

Step 1. The Initial step 1n developing unit goals Is for each 
member of the unit to complete Worksheets 1 and 2. Each member of the 
unit should spend fifteen to twenty minutes completing the worksheets 
for his or her use in a unit meeting. The worksheets are not conected 
or evaluated in , any way. On Worksheet 1 staff members will Indicate 
what they see as the major activities of the unit and how they rank these 
activities In Importance. On Worksheet 2 the staff members will list the 
three to five most important activities, and they will Indicate for each 



Ictivll^ome results that are measurably or observable. The Intent os 
to begin to answer three basic questions: 

1. What does the unit do? 

2. What is most important? 

3. How does the unit know when it is successful? 

This step can be accomplished In at least two ways l the AupeoisQr:.can^ 
distribute the worksheets a day or two before the unit meeting and ask 
strfrmembers to bring the completed worksheets to the meeting; or, the 
supervisor can ask staff members to complete the worksheets at the start 
of the meeting. 

Step 2 . The unit supervisor convenes a meeting, of unit staff to 
which the library director is invited. The supervisor then leads a 
group discussion aimed at completing Worksheet 3., This is done to ^raw 
on the experience and ideas of the staff in determining what the unit 
should be doing, what is most Important in terms of the library's service 
- object ives /and how t h e uimL will kuuw wliuii°ttr^fTort5Trr sucg^.aral-r-- 
At the conclusion of this meeting there should be general agreement on 



difining the unit's major activities, their ranking , and a series of 
measurable or observable resuUs for e^^^ 

During this meeting one person should act as recorder* producing a 
written record of the results of the discussion on Worksheet 3, In many 
eases it will be helpful to list identified activities on a blackboard 
or flip chart p developing the list by eliciting corments in a round 
robin fashion* This will lead to the participation of most, if not allp 
of the staff memberSi and It will help assure that an important activity 
is not missad. 

Step 3 . At this point there should be general agreement on the 
unit's activities, their relative^tmportance, "and some observable results 
for each activity. The purpose of this step Is to translate the activ- 
ities and pbservable results from Worksheet 3 into more formal statements 
of unit goals and performance standards on Worksheet 4. These statements 
will provide the basis for planning, organizing and assessing the unit's 
work during the next evaluation period. In addition, these unit goals 
and standards will provide a framework for the development of individual 
goals and standards , ..^^ - — = — — 

There are at least two ways in which a supervisor might approach this 

process of translating activities Into goals ^ and observable results into 

perfonnance standards: 

1, Since the task here is essenilally one of formuTating 
and recording the results of a unit discussion in which agree- 
ment on the basic Issues has been reacheds the supervisor * 
might complete Worksheet 4 independently. If the supervisor 
chooses this method, it is important that\ the results be -given 
/ to each member of the work unit for, review. The supervisor 
should then make sure that the goaTs and standards accurately 
represent the results of the unit's discussions, this- check 
might best be accompli shed in a hri pf iiai tweeting.— 
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a. Another option is to begin this translation process 
In a group setting. While this has the advantage of further 
- .._develop1ng-the staff understanding and conmitm^^ 

process. It may prove to be too time consuming in some , 
instances. 

\ 

Whichever method Is used, the result will be a list of goals and related 
performance standards which will form the basis of the unit's work for 
the next evaluation period. 

Unit standards of performance are written, detailed statements of 
expected productivity. Standards may be defined as criteria against ^ 
which results can be measured and evaluated. They tell what is expected 
in order to do a satisfactory job. Therefore, they define how much mu^t 
-be-doneT-Vfhen-1t-must- be donei and-how w or functiom^ust^ 



/ 



be performed. When properly defined, the standard will provide an observ- 
able test of performance in terms of quality, quantity, timeliness, ^cost, 
or some other dimension of a process, a service, or a product. Wh1/le the 
specific standards that can be established are literally endless, an 
attempt shpuld be made to focus on those that are essential to the success 
of the unit. In some areas, participants will find the performance stan- 
dards easy to identify and agree upon. These elements should be expressed 
first, and once experience is gained in using these standards, more comple 
issues might be dialt with," For example, in some .areas, quantifiable 
measures^cannot be developedi qualitative ones that can be verified by 
judgment and observation should be devised. 

Review of unit joals and performance standards 

U/ilt goals and standards form the basis of the unit work and provide 
measures for unit perfprmance. Therefore, it 1s Imperative that these 
goals and standards be constantly tested against experience; They should 

k GO J\ 



be rfviewed and revised on a regular^ ptriodlc basis to assure that they 
ire rtalistic* achievable with availablt rasourcsSp and contributory to 
the library's service objectives. The review of unit goals and standards 
is centpred around four basic concerns: how well the unit has worked 
toward achieving those goalsj what forces have been obstacles to achieving 
the goals; what can be done to iniprove the unit's performances and what 
changeSp additions or deletions should be made to the unit's goals* 

The review should be carried out in a group setting with all members 
of the work unit* The basis of the review will be the goals and standards 
developed at the last unit goal-setting meeting and the review should in- 
clude consideration of the following issues: ~ 

: 1. Which goals were accomplished? Can these perfor- 

mance standards be revised upward within the existing staff, 
levels? 

2, Which goals were not accomplished or which standards 
were not met, and why? For example , goals or standards un- 
realistic or unclear, insufficient staff, not priority goals ^ 
Influence of external forces such as unforeseen work flow from 
other library units, the need to respond to unforeseen work. 

^ 3. What goals or standards need to be changed? 

4* What goals need to be added or deleted? 

5. Have the unit's pridrities changed? Q1 van limited 
resources, what is the most important focus of the unit? 

This review should^occur at least three times a year, with the suggested 
deadlines ^eing the end of Semester I, end of Semester It, and the close 
of the final summer session. Annually thi review should lead to prepara- 
tion of a report, which discusses the past year's major accomplishments 
and problems and which presents the unit's goals and standards for the 
review perlpd. This annual re#1ew .should be completed by early June so 
that pertinent Information may be Incorporated In the llbraryj director's 
annual report. More frequent reviews might be consldgrtd as a means of 
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refreshing the^ staff 's undirstanding of and conwitment to the unit's 
goals, and making adjustmints to tht unit's^goals as required by events. 
It Is Important to recogntze that goals are not rigid* but rather nujst . 
adapt to changes in the resources available to a unit* the demands placed 
on a unit, and the perciptions of what can most usefully be acconiplished 
In the future. Units and their supervisors must decide how often a review 
of unit goals is required* beyond the annual review. It is to be hoped 
that the process will be a useful tool for planning, organizingi and 
assessing unit performance and that it will be used accordingly. 

It Is Important that the library director maintain for each unit a 



"cOmpfehihsive TiTyTontaT^i^ng^uniy goals and performance standards and 
all reviews based on those goals and stajidards. Duplication of files 
will be necessary only 1f a unit supervisor needs to have Immediate access 
to these documenti. 

Formulation of in dividual goals and performance standards 

The individual goals and performance standards program Is based on 



ERIC ; 



the following premises: 

H The nature and extent of coimuni cation between 
supervisor and staff member is basic to the process, 

2. ^^ In evaluating a sta^f member's performances .the 
focus Is on results expected by all parties. \ 

3. These results should be concrete, when pos^lble^ 

* measurable^ and always observable, 

-'^ . ■ ■ ■ ' \ 

4. The Individual 's goals should relate speclfiically 
to the goals of the work unit. \ 

The following steps are reconmended for establishing Indiv^idual goals and 
performance standards. 
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St€p U An activity analysis that Identifies and briefly describes 
the cornponent task responsibnitles of the position should be completed. 
This list of activities will be based on available position descriptions 
and the unit's group discussions* It can be developed inltiany by the 
Individual staff member on. Worksheet 5. The list should indicate the 
relative Importance of the activities and the observable results for each 
activity. The process^ theni is similar to that of fomulating unit goals 
and standards and is aimed at answering three basic questions for 1nd1* 
Viduals: ■ 

1, What do I do?, 

2r^ WhW^^^mosf^fmpor^ 

3* How do I know when I am doing my job effectively? 
Step 2. The individual -s list of activities and observable results 
forms the basis for a goal -setting conference with his or her supervisor 
aimed at peaching agreement on the Individual's goals and performance 
standards. The resulting statement, to be done on Worksheet 6s will pro- 
vide the basis for the staff member's performance evaluation. During this 
conference, the supervisor and staff member should share their ideas-and- 
perceptions on what can reasonably be expected of the staff member's per- 
formance. Specific goals covering the next evaluation period should be 
developed and ranked In importance. Performance standards are developed 
based on work experience, projections of workload^ and. a realistic view 
of what is possible. Initially these standards might be experimental and 
should be reviawed In two to three months to adjust them to reality* 
Standards should be both quantitative and qualitative, ^ 

visor and tha staff member with copies provided to each* 




Periodic evaluation of Individual performance . 

The evaluation of individual performance should be oriented toward 
helping the staff metpber make his or her best contribution to the Hbrary's 
performance. The evaluation will relate specifically to the jointly de- 
veloped goals and performance standards, which have been based on the unit 
goals. It is imperative that it be a constructive process. It should 
focus on performance, fiot personality. It should actively solicit the 
staff member's Ideas regarding factors that are obstacles to success and 
possible means of overcoming these obstacles. To the extent that the 
process is characterued Jjy openness and honesty, it will Identify the 
strengths of the staff member as well as areas for Improvement. It should 
help the supervisor and the staff member develop a mutually acceptable 
work plan for the next evaluation period.- 

The process outlined here places substantial responsibility on the 
supervisor for operating an evaluation program which is positive and 
future-oriented .It al so provides a structure in which the supervisor — 
can plan and organize the unit's work and systematically develop the 
staff to perform that work effectively. 

The^ tri -annual eval uatlons 

At least three times a year (by the end of Semester I, the end , of 
Semester II, and the close of the final summer session) the supervisor 
and staff member should nieet to review the staff member's progress. This 
review should focus on the goals and standards which were mutually devel- 
opg^^n^^ PT.gvj^p.i«f flvaiiiattnn noun ^^11 no se ssij3n.-JiMa3Bsalanfi^hfluJX 
concentrate on the future. Each of these ti^i-annual evaluation sessions 



should be documinted by a written observation, with^one copy to be 
reYaTned^ the supervisor and one to be given to the indlvlduaU Once 
a year, a fornial document will be produced which becomes part of the 
staff fnember's personal file. This more formal annual evaluation 1s 
discussed later, , 

The tr1*annual meeting should be scheduled a few days In advance. 
The session should focus on three general areas- analysis of the current 
situation, obstacles to achieving goalSi and elimination of obstacles. 

What Is the current situation? Based on e><i sting goals and standard 
how has the staff member performed? Which goals have been or are being 
satisfactorily met? Where , if any, are the problem areas? This part of 
the interview must be honesty yet not overlj^ critical. It Is important 
to achieve general agreement between the participants on how well work Is 
being perfonrod. Active participation by the staff member In this dis- 
cussion Is essential. Most staff members will perceive how well they are 

performing and discuss their performance If the discussion Is orientad 

i 

toward problem solving rather than criticism. It is\p to the supervisor 
to create, this kind of atmosphere s 0^^^^ to focus on the goals 

rather than the staff member. For quantitative goals and standards, it 
will usually not be difficult to reach agreement on perfonnance. For 
qualitative standards* the supervisor will have to provide his or her 
judgment and must be willing to listen and respond to the staff member's 
judgment* While credit should be given for good performance, the super- 
visor should look particularly for areas where improvemint might be 
possible and should discuss them openly. 

_ _ _ __ - - — 

— tfhatTTC^thr^ ^lcT^^^^ any, toXch^ifW tM^a Ts7~UbstacTes t 

excellent performance might be found within the staff member ^'"^^ the library 

the superv4=sor,. the job Itself, or the staff member's colltagues. This 




part of the interview Is concernid with identifying these obstacles so^ 
action can be taken to elimlnatfi them, or at least to minimize their 
impact. Examples of conmon obstacles include: 



to Work on new problem^ etc. 

c. Inadequate planning, , 

d, failure to follow established procedures^ 
changed conditions In the work unlti 

f. insufficient motivation ^ 

g. . Inadtquate training^ 

h. lack of cooperation among some staff or from 
Qtheir units in the library, and 

1. Inflexible procedure. 
These are, of course, only examples. Whatever the obstacles to acceptable 
perfonnance are, they should be Identified and, to the extent possible, 
they should be agreed upon. Here again, the staff member's percept1o|is 
must be sought, listened to, and discussed. While there Is a natural 
tendency to become 'defensive In an Interview of this sort. It Is necessary 
to bring disagreements into the open and work toward some level of agree- 
ment that can lead to positive action. 

What can be done to eliminate these obstacles? Clearly, seme obsta- 
cles cannot be elinilnated, but* efforts must be made to lessen their impact 



Possible Solutions can be approached through the staff member's Ideas for 
change. Changes might Include alteration of procedures, an Increase. in 
the amount of supervision, development of closer liaison with other work 
j2its^^etCi_„M^Geur^^^^ 



difficult problem a superviscr will face. In some instancts, the problem 




job. While this actually occurs Infrequently, It is perhaps the most 
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:can be resolved with additional or specialized training, such as skills 
training or human relations' trainTn^^^^^^^^ cases the training might 

be proylded by the supervisor or by some other person in the library. 
' If the supervisor and staff member can reach agreement on what is needed, 
, the supervisor must then detemiine what training resources are available 
and dicide what can be provided to tbe staff member. In thosf few in- 
stances in which the problem relates to the staff member's motivation or 
innate inability, the supervisor and staff^ber should first* attempt 
to reach an agreement on the nature of th'e problem. They should then 
develop a specific plan for improvement,. The final portion of the tri- 
aiiWar evalu°ation Interview should be devoted to sunmarlzing the chief 
points made and to formalizing the goals for the next period. In many„ 
cases, these will be the same as, or very similar to, the previous 
period's goals. Specific mention shouTd be made of areas for improvement, 
the means of achieving that improvement, and any special training or 
developmerit from which the employee could benefit. Thfsjnformati on 
should be Incorporated as part of the written observation whi^h documents, 
the informal review session. 

The annual evaluation 

By early June each year a fornial. performant| evaluation for each* 
staff member should be completed by the supervisor and the staff member 
for the staff member's personal file, with permission of the individual, 
this file can be made available to those persons or conmlttees makinj 
promotion, tenure, or other personnel dec islon^^ TTieJo^ 
specify in a formal way what the library's expectations of the stafV 
member's perfonnance are, how well he or she is fuffll ling those 



expictationSi whtre improvement is considered possible,, and what kind'of ^ 
action has bmn planned to improve performance. While the form is in- 
/trinsicany evaluative, the staff member has %he opportunity to discuss 
it with the supervisor and .idd his or her perspectives* Because the 
form is based on the performance goals which have been developed by the • ' 
staff member and the supervisor, the annual evaluation Is based on per- / 
formance rather than personality. If the Infonital tr1-annual evaluattons „ 

^ ' - " f 

have been cairlid out successful ly, the annual evaluation should present ^ ' 
no major surprises* The annual performance evaluation conference is also' - 
an opportunity for more detailed analysis of the staff member's personal 
goals s developniant needs, and potential for advancement* 

The supervisor should prepare for .the evaluatio n interview by ^ " ^ 
gathering as inuch information as po^ible about the staff member's per- \ 
fo^nce. In those Instances in which a staff member has more than one * 
/supervisor, all should be directly consulted for their perception$"of 
the Staff rnembtfr's level of performance in relation to his or her *goaTsv-^^^^^^^^ 
Tha staff maniber should know wfll in advance when the evaluation session . j 
is to occur and should htv# the oppbrtunitV to present perceptidns of his u 
or her Tevel of performance prior to the session. This 1s optional for / 
the staff membir and is accomplished by the sta^f member's corripletlon of - 
the same evaluation .form as the supervisor, this formjs submitted to 
the supervisor prior to their meeting^ If this is done, it provides ad- :i 
ditional 'information to the supervisor in forming jadgments and determin- 

.ii - ' f . ^■"sv life , i 

Ing areas of basic agreement^or disagreement^ .Finally, befori the evalu* 

ation session^ the supervisor ^ould complete the evaluation. form and ; H 



mKrTTTvaillBTr for the st^^ two hours before 

the session* - ' 



Tha evaluation discussion should be scheduled for an hour and should 
be carried out in a comfortable but private setting. The atmosphere 
jhould be warm* frlendlyi and productive. Tha intent is to Improve per- 
formance, not to criticize past performance. The supervisor wills however; 
be using his or her perceptions of past perforrnance to lead the discussion 
toward Identifying deficiencies and problems which require attention. The 
typical evaluation session will have three distinct sections: the opening, 
the discussion of evaluation, and the review of goals. 

The opening . The supervisor should clarify for the staff member the 
purpose of the meeting and explain the ground rules of cQnf1dent1aJL±ty^^Jji' 
dicating the meeting will be mst useful If it is a candid^ two-way dis- 
ayssion. The Intent is to help the library fulfill its function by 
utilizing the staff member's ideas, skills, and abilities in a way that Is 
mtaningful to the Individual. 

Discussion of the evaluation . The supervisor should initiate dis- 
cusslon of each part of the evaluation form. He or she should attempt to 
deitermine the staff member's level of agreement with each part and partic- 
ularly the basis of any serious disagreements. By de-emphasizing the 
rating aspects of the process and focusing on the staff member's comments, 
the discussion can be a useful explanation' of the staff member's perception 
of his or her job, \ This will allow the staff member to analyze his or her 
owri attitudes, perceptions, and goals realistically. At the same time the 
supervisor, while recogniiiny the staff member's accomplishments, should 
indicate performance weaknesses and describe them as specifically as/ 
possible* These comments shquld be based on the evaluation form and on 
the staff member's performance goals and standards, not on the staff mem- 
ber's character or personality, even though these may apptar to be factors 
Which are affecting performance. 



There b likely to ba substantive agreement on the major points in 
i ■ . . I 

the evali/ation, but the supervisor should listen thoushtfuny tb the staff 

.' ~ " ^" \: ' ' , . ' .. / - 

member's conments and be open to his or her disagretments. ' It Is partic- 
ularly useful to listen, to considir, and to respond to the s^taff member's 
fl^ceptlonsj'Of factors that have Impeded pfrfarmanca and of /actions which 
might contr|lbute to improved ptrformanc®, Fraquent'iy a suoervlsor U 
unaware of |f actors which frustrate an wdl^flduaTi; performance and which 
are appareritly beyond the individual's cmItoI. As In the tri-annual 
evaluation, it is important to ^pcus on tte future. 

The supervisor must also be alert to tht staff mnber ' s jpbseryatlons 



of forces \j(ork-1ng against excellent perfofmance. An atteinpt must ba made 



to alleviaje the impact of these forces. If tfie discussion leads to a 
change in opinion by the supervisor, this should be noted on the evalua- 
tion form. The staff member has the opportunity to present his or her 
opinion on the evaluation form. 

Review of goals . The f'pnal portion of the sdssion should focus on 
sunmarizing the main points Of the discussion; clarifying any misunder- 
standings; 'reviewing and revising, if necessary* the staff member's goals 
and standards; and reviewing t^e agreed on action plan. 

At the iconcluslon of the sasslon, the staff membar shQuld have gained 
the following: ^ 

li a clear undtrstandlng of the supirvlsor's 
pircapilons of the strangths ^nd waakntsses of his or 
har pprformance. 

2.i an understanding of what can be done to 
improvalperfonriancep \ 



3. 1 an understanding of what the Mbrary can and 
will do to help the staff inember^^ Improve performance, and 
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,4. an undtrstanding of what kind and level of 
iprformance is expecttd during tht ntxt evaluation 
pferlod. This will be autlined in the individuars 
new goals and standards* 

The supervisor should have a clear underEtanding of: 

1. .what the staff member perceives as the probtems 
he or she faces 1n the job. 



2. what additional supervisory or training needs/ 
the staff rrember haSs and 



3* what kind of contribution the library can expect 
from the staff member In the future. 
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WORKSHEET NO: 1 



UNIT SOALSj Individual Listing of Unit Activitias 



Please take ten or fifteen minutes to complete this form. The form 1s for 
your usi and will help to facilitate the unit discussion aimed at formulating 
the unit's performance goals and standards. The form will not be collected. 



What do you %m m the activities of this work 
unit? Wtet dws the unit dp? List as many of 
these actlvTlias as possible down the left-hand 
side, i* iff dfcscrlptive and specific as possible 



Rank in order of priority: 
What is the unit's most 
important activity? Second 
most important? etc. 



4 
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WORKSHEET NO: 2 



UNIT GOALS* Indlvlduai Listing of QbservibTe ResuUs of Unit Activities 

Please take ten or fifteen minutes to coroplete this form. Like Worksheet 
No. Is this will be used to facilitate the group discus^onf and will not 
be collected/ / ^ 

On Worksheat/No, 1 you lifted and ranked in, importance what you see as the 
major activities of your work unit* List the most important attivlties 
below and. describe how the unit might know when it has accomplished these 
activities successfully* Try to specify results that*are observable either 
by quantity J by time period (such as units of work per day) or by quality 
(such as factors of user satisfaction). These results should be your view 
of what characterizes a successful unit. 



PRIORITY ACTiyiTlES 



OBSERVABLE RESULTS 
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UNIT SOALS: Results of Unit Discussions 
Name of Unit: ■ ' ' ^ . — — — 



1. 



Results of unit discussion htld on: % ^ . 

This form is to be completed by the unit supervisor after the unit has 
developed general agreement on the listing. It sfrves as the basis for 
the unit's goals and standards and copies should be attached to the umt_s 
statements of goals and standards and made available to all members of the 
unit, (Use an additional sheet If necessary.) 

Based on the discuss ion of the members of the unit, the following are the 
unit's major activities, jn rank order of importance, and the observable 
results of each activity. ^ 

MAJOR ACTIVITIES . OBSERVABLE RESULTS . 



b. 
c. 
a. 
b. 



3. 

■ b. 

c. 

4. a. 

. ^ b. 

5. . = «• 

„ b!. 



c. 



*0ef1nit1dns- Major Activities - what does the unit do? 

Ranking - what Is most important? ' ^ ,^ 

Observable Results - how do we know when we are successful? 

- what distinguishes acceptable performance? 



WORKSHEET NO: 4 



UNIT SOALS* Statement of Goais and Performance Standards 



Mil A of Unit: Name of Supervisor: ■ 

For a three month period beglning: 
Scheduled for Revlew/Reylslon: 

The unit staff has reached agreement on the major activities of the unit 
their ranking Importance, and the observable results of these activities 
The supervisor should translate these into a formal statement of unit 
goals and perfonnance standards and distribute It to all uillt staff. 
This statement win form the basis for the development of Individual 
performance goals and standards* Some basic criteria to be considered 
In the development of goals and standards are attached. 



UNIT GOALS IN ORDER OF IMPO RTANCE 



STANDARDS OF PERFORMANCE 



.■ "WORKSHEET m: : 4 :. 
' A, ' " : Attachment 

. ' Criteria for the Development of Unit Goals and Standards 

Unit Goals : ■ ^ i. « . 

Each maaor activity of a unit should be representid by one or more goals, . 
which are the specific tasks which must be accomplished to complete the 
activity. Thesegoals might be of a short-term nature, such as to test 
and evaluate the impact of a new, work procedure, or can be of an ongoing 
nature, such as to develop more effective coninunlcatiori with another \ 
related work unit, . ■ , , 

t 

0 Goals should be achievable, yet chanenging , 

0 Goals should contribute to achieving the library's overall objectives , 

0 Goals should be specific, each related to one* task 

p Goals should be measurable, quantitatively and/or qualitatively f 

0 Goals should be understood and accepted by the staff charged with 

carrying them out - 

0 Goals should be ranked in importance 

0 Goals ■should be dynamic - i.e. , adaptable to change 

0 Goals should encompass all activities of a unit. 

Unit Pe rfornance Standards : , , , . ^ 

Nrformance standards conTtitute what is the acceptable level of perfoiTnance, 
given the needs of the library and the resources available to the unit. They 
are the specific indicators of success In achieving unit goals. 

Cf*itsif*id * - 
0 Whenever possible, performance standards should be measurable in 

terms of: .. 

Quantitxi tount.to be done 

• -■ Qua! 1 ty - How wel 1 the work 1 s" to be done 
- Rate - ' How many per tinie unit 
. - Tiine - How long-spent, expected completion date of 
short-term projects ^ etc. 

0 Performance standafds should represent what is an acceptable level 
of perforriance . ' , 

0 Performance Standards should be based on past experience and, there- 
foroj achievable , , 

0 Performance standards should enable staff to know when they are 
performing satisfactorily 

0 Performance standards should'be tested against reality on a regular 
basis and should be revised upward or downwajrd according to experience^ 

7G . . r , ' -'4 



WORKSHEET NO: 5 



INDIVIDUAL GOALS: Individual Ranked Activities with Obs ervable Results 



This worksheet will fomi the basis for the goal-setting meeting between 
a staff member and his or her supervisor. Based on past experience and 
jfour work unit's goals, list thfe activities which you will be working on 
during the next evaluation perlodi. rank them In order of importance, and 
Indicate the observable results. (Observable results should Indicate how 
you will knoyrf when, your work 1s acceptable; how you know when you succeed 
Try to specify results that are observable either by quantity, by time 
period, or by quality.) 



RANK 



ACTIVITIES 



4. 



OBSERVABLE RESULTS 
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WORKSHEET 'NO! '6 



INDIVIDUAL GOALS s . Individual fioals and Performance Standafds 



Bastd. on the staff 'tnember's and supervisor's agreement on the staff member's 
major activities, list the staff member's goali and performance standards 
for the next evaluation period. 



1. 



2. 



3. 



• 4. 



5. 



GOALS 



Suptrvlsor's 
signature: 



PERFORMANCE STANDARDS 



Staff member's 
s1gnature;_^ 
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ANNUAL PERFORMAN CE JVALUATIQN ' ' , 

Perfonnance Evaluation of; By. ^ 

I. EVALUATION SECTION 

Dtscrlbe briefly the staff member's Itvel of success 1n achieving his or 
her pprformance goals during the past year. What have been the contrib- 
uting factors? Consider work load, organizational obstacles, amount of 
supervision available, amount of training provided, etc. Be as speci- 
fic as possible. 




n., ACTION PLAN 



SpiCiflc ictiort planned as a result of this iyaluatlon, e.g. revise 
goals, 4nv«s*1^te trrli^ work procedures, shift work 

pflori ties, etc. 



m. STAFF MEMBER'S COHMINTS (OPTIONAL) 

Each staff member has the opportunity to add his or her coninents to this 
evaluation after reviewing it and discussing it with his or her syper- 
vtsor. 



IV. Superv1sor'|„ signature: 



Date I 



Date I 



Staff meniber's signature: 

A copy of the individual! goals (Worksheet Ho. 6) may be attached. 
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SBiPPmBmm,, mmBturmiA . ' 

The l^ra Lfetaiaa Msmori^ Libiw at SS0 is e^auctiag a usep Maly^is as 
^^ftsis for i^tovlng oiir sawicts to the aGsd^c comimity, Wa ask for 
a ssall af f ort frcM you which can be qf great aselstmce to ua. Tha ^uMta-oo^ 
Haira is deel^ad to identify what you think of the Librae and of our 
progrsms* This too^ladga will help us to battar plan to aaet yoi^ needs* 

Wm you help vd ^ spending flrtean or lo mlftutei mswering the ^uestlo^" 
halre? Please select an answer even though you mi^t .feel a hit wewy^ 
atootft it* it Isiva^ important that SVERX QUESTION IE ANSl^^D, 

DP YOU mm tamjm QomiM^ one quesmootaiot ra is not iramss^y raAi 

ifOU COtSPLEIB ANOTOBR ONE, 



1, Please chacfrj 

F reshman 

S gphsmora 

Jimlor 



Initructbr 



\te 8istant Professor 
/ Associate Profaasor 



^SaniDr ^ 

graduate (Bachelor's dep*ae 

from BSC) 
^Oraduata (Bachelor's dagrca 

f roifl other aollale ) 
ContinMng Education 



Professor J 
"otbar (specify)^ 



a* Wiat is your course major (^^arttttot')? 
3, Bow often do you use the BSC libraiy? 



Drily 



JiTOthly 



Bavaral tlffle^ a Sefflastar 




1^. 



5. 



On ai^ua 



Weakly 
Nevar 

Off Cai^us (SifflG) 



If student p cheat your rasitohc 

O St cai:^us (Comiuting) ^ ^ / 

What tiaie of day do you prefer to wa the li^rsjyf Check tbrea pre- 
farrad times Itt order of their prafWCTca for both watkdaya and weakends. 
I^afarred ttoe is no» 1, mmamA b^aft is no. 2s third choica ii no. 



3. 



Veakd^s 



Samarter lag 
Weakends 



Sad 8 ion 
Waakehda 



7 



X 



7l3i5 - XO'.QO ft,n, 
lOlOO - aJiOO a.m. 
l^iOO - 2j00 p.m. 

2s00 - fcsOO ^•a, 

fiiOO - 8s# p.B# 
iiOO - lOsI^ P-1S. 
IDjOO - 11:00 p.B 
Other (speciiyy 



6. Dc you oBe ^ ub.arles Vsi4.. tha^SSC U.r«y fcr-.tudy/or ««arch_ 



If you do» sas< 



« »d maicat. th. fmuency ""hVhicl. irou, use th». 

How mmy tines, per 
VeeJt ' MOTth Semeiter - • : ; 



or' 



or 




WHY? 



Convenience of' location ^tp.) 
— better resource thm BSC (Boots. magM-nes, etc.; 
"^Better PbyslcijL facilities . . 



Otbor 



V 



a " 'iMMi SURVEY -a ' 

tS«fla In «X" lit'ihe be* «hieh best indicates T°««'^'^*'.'" ^""d dan't try to tValUite e»eh tePJ»f 

wTKnt^aur Lt^T''f.;i^*;r^^T//n: « th/b";S mH- th, two tep.*W P».r.s«. 

Mbrary« Answer quukly by pltelng an a in o.n* e , 



THE COLUGE I Si 



Really »edtfn 



Cupirienatng IncrtitMi 
Ftftancisl Syppqpt 

Epphstlftng Arts ind 
growing 

Flannl«g f©f th# Fuiurt 

On^a«pus Stu^tnts 
Optrt to Hev* tti^hins 

faculty 



\ 



^ , y ' J j t I Sort ef oW"*"*'''®'^' 




J- 



Tfiditlonal 

Initrw^tlon W^^'M " v 

iMperStnelni 0#cr«*sing 

lupliasliing Oarter ^ 
Edupatl^n ^ 

Diell«lfii j 

...... # . 

Ifitgr#itfd Only Pr«3tfii 
OffH^ainpus Stytf^nts 

lastly GenetrfHd Abeut 
Students " 



4 

■'I 




- 3 - 



im LIBRARt I Si 
- Ifwiting 
tmmy to 

CeiKtrhtd UoaUy with 
In^orp&tidn Sterigt 

Aft l«port»nt Pirt of th# 

AMft of IMtr Ncidi 

C(if»etrf>€<i Wostly with 
MftlnUinlng the Callieti^n 

A llgfi|fi€«nt O^titrf bytor 

^ SpQnsiVe t© User Kee^p 

^ftX^ Inttrtsttd in 
Pr-ts*rvi ng Books 





/ 


/ 

— 


/ 




Jibt V«f/ ApF««l2rig 




/ 




. / 


-J 




1 




/ 


/ _ 


J 


Of Litti* Vawt 


/ 




/ 






A Peer r^set to S*udy 








/ ^ 


f 








/ - 




J 














C^fi€<srn^d HosUy with 










1 


InfQrwiijsfl fliirievil 


/ 


7 


/ ^ 




J 


A Mifter P%ft of th€ 


/ 




/ - 


/ 


1 




/ 


y 


/ . 




J 


^iwerw«d feitly with 
Providing lr»for«^atiari 




get R«?e^nsr ve tcJ Ut^r Needs 



9, 



Please circle the ft^quwcjr vitb vWah you use tUa 11 

following purposes « 

a * never 3 - oftan 

a ^ Beldom 1* - very often 



brary fot the 



a. 

Co 

d. 
«. 

jf. 

e* 
■t. 
1. 

J. 
3c. 



To borrov llbrotTr nateriaL • " 

To Wnd or studjr aaterial re^i^red for a cowie, , , 
To flad or study mat iri^ fot self-lmprovemettt . . , 
To find or study material for ple«sure or f^v • • ' 
To do resew-ch for a ^ena paper or resewch project. 
To find or study ttaterial on reserve . . f . * • • • ' 
To'eoniult llbrarlaa about cowse or w^aeareh nefds 
To study yQur' own books or notes 
To ph^oo«py some naterial ,.«•.. 
To borrow oaterfas fron otbftr libraries . . . • « 
For spae other pu^ose<s) (speciiV) — — ^ — 



# 


1 


2 


3 


1* 

k 


9 


1 




3 


4 


1 


2 


3 


h 


i 


1 


2 


3 


h 


« 


1 


2 


3 


U 


i 


1 


2 


3 




• 


J 


a 


3 


u 


• 


1 


2 




ij 


9 


J 


i 2 


3 


u 


i 


1 


2 


3 






1 


2 


3 


It 


• 


1 


2 


3' 





Clrc3e t%m number vhlch UBt deslgaatea your success in oW. tains ^ha± 
you ».4e4 3 - sucMSsful 

2 - not very auceessfiil k - vmry auccessful 











L 


2 


3 






finding ^ooks 




m'l m • • • \ • • * 


1 ■ 


a 


3 






rinding Jouro^ articles * » # • * 






J. 




3 


Aj. 




rtna^ng th^ Inforaation you mea * 






1 


a 


3 


u 




Getting aailptance from the Irtraiy 


at 


f • 9 9 * f * 


2 


3 


u 


a* 


Uslpg the cwd GEtalog. 


9 


« • • • * * 


1 




3 
3 






Usteg IttdeMs and other aids • • • 


0 




1 


2 


li 




Obtatnl&g re^'arre material # ■ '* * 


» 




^ 


€ 




Ij 




ObtEtilittg audio-Tisual material • * 




• 5» » * * * • ^ 


1 


2 




It 




fiJidtng Goyernment Doc^ents . . * 


* 




1 


2 


3 


k 


J* 


Usifig *be Pennsjrlvania Collect loa , 


m 




1 


2 


3 


u 


k. 


nt:.>^j^Y*(^) (^paeify) — — _ 




»•*•»* 

_ = ^ * * J* 


1 






h 



Cirole tbt auttbor which hest ini 
strvlet^ offared hy the llvTBxy. 
1 ^ no opinion 
^ a ^ poor 



^Rtas your cvalw hlon ot tha C^lcwinH 



3 « fair 
k - good 



b 



Having -fhe material you need . i * 

mXp f pom the eirculfttion deals • 

mip fpom the refeffence deik . . . - 

COttWiii «nce in using the library ' ' ' ' \ \ [ 

The library enviromnent %*.•»-• 

UfltiKig of periodicali and serials • 

mcroftlm readers Slid printers < ... ' * ' ' ^ 
b..BoTro^ln6 librory mat eriali from otter ^^"^^ 
i, Photoec^ylng .. ••••'*'*' ^ 
J. Otlier(p) Cipeclfy)_ — — - ■ — — ' 



1 

1 
1 

1- 

1 

1 

1 

1 

1 

1 

1 



2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 



3 
3 
3 
3 
3 
5 
3 
3 
3 
3 
3 



h 
k 
k 
k 
k 
k 
k 
k 
k 
k 
k 
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5 - 



Circle tha mmbe? whlrfi best ^saltoii ho^ belpful the Utrarif ^t^f 

is in i^sistittg you* ^ ^ ^^i^^o 

1 - naTer ceMult litrw staff ^ - helpful 



a* Finding ""bo^s 

Finding JoU^mal articlei* ^ * * * ^ 

a. Finding tha Uferwatioft you need. * 

d. Using the aataJLog* 

Using iudmKm sad other aids, * ^ « 

Obtainlag audiori^lsaal material . . 

f# Finding Go^mn^^n^ poci^ents. • • « 

h» Using the PeMsylyftCia CoUectioa . 

i. Other(s) (^r^<^^^_ . ^ — 





a 


3 


1» 




a 


3 


k 




a 


3 


k 


#*•«*• ^ 


a 


3 


ij 


1 


a 


3 


1+ 


# a • « * • ^ 




3 


1* 




a 


3 


It 


^ 9 • * « • 1 


a 


3 


k 


*^ • # * • ^ 


s 


3 


k 




a 


3 


k 



13. Cirole the utimbar vhich btst represante your view on Bdilns f^novinfi 

library strriatsi ^ . 

1 ^ have OD view 3 • dtsirahle 

2 ^ mt very desirable 1* - rm desirahle 

fe* Provlda- a M^ulrtd eowse of lllroy lafitruation. , 
b. Provide as ^Itctlvt courae of Ubr«y^ irstwcticn , 
Provide ItbraJ^ lostruotion m part of axiBting 



d. Provide ooreHnfo^al Jystruction oa mm of 

the library ^ ^ . • ^ * * • . 

^* Rent loeket* sp^ n in library. . * ^ . . • - • 
f . Include moM audi^-vliu&l material In library 
^ AdWtlohal phOJies ^* . * . - - * ^* • • • « 

h* Rent electric typewriters 

i, Fumibli mo^e fret aanual typewriters* , - • 
Purnlsb prl^^^ study rooms to itudenti. ^ 
3^ the hour 

/ ^ the day* » • • • ^ • * * • • * • 

the v^eek ^ • 

k* Furnish oalculato^ § ^ • 

1* Furnish Pea/PtncH vending. machine* , . . * . 
m. Furnish pacts' ven^ng aach^ne * * # • • j # « • 





1 


.2 


3 


1» 


p 


1 


2 


3 


k 




1 


.3 


3 


k 


• 


1 


2 


3 


k 


• 


1 


2 


3 


k 




1 


2 


3 


k 


• 


1 


2 


3 


k 




1 


2 


3 


k 




1 


2 


3 


k 


m 


1 


2 


3 


k 




1 


2 


3 


k 


# 


a 


2 


3 


k 


■ 


1 


2 


3 


h 




1 


2 


3 


k 


■ 


1 


2 


3 


k 




a 


2 


3 


U 




1 


2" 


3 


4 
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SHlPPENSeURG STATE COLLEGE 

Ezra Leteian Memorial Librar 
17 Novenber 1977 



^SJECTi Library Support of MBA Brograra 



TO: 



FROM: 



Herb Itoth, >ffiA Goordlhator 

Cynthia Blakeslee, tancaster County Library 



Scott Brun 



tjen '^}^r^ 



III pur meetings on 15 Nov ember in Lancaster and 17 November flt 
Shippensburg, we have finalized the following: 

■ 1 C ontact coordination . All concact will be betvaen 
'Scott Brunt J en and Cyntbia Blakeslee or their designees. Shippensburg 
will iry not to have our faculty or studenci cause any extra workload 
for Lancaster, 

2 Reserve . Reserve will be operateQ much as it Is at 
Shlppensburg except that all items will be for use in the Lancaster 
Llyrary only ("Do not circulate") . Reserve Itms for Lancaster will 
be sent to Library Reserve Hesk at Shlppensburs. Shlppensburg will 
process J terns and send them to Lancaster for circulation. We will 
attempt to keep changes durlns the setneater to a minimum. 

3 Library Instruction . Cynthia Blakeslee will aat as the 
librarian for library instruction at the Lancaster site. She mil meet 
each class early in each semester to work out admlnisLrative decalls 
<le: Lancaster Library cards, how to get teserve materials. ^-C'^' 
She will provliie lectuires on the use of library ma:erials for classes 

as requesLd by Instructora. Ms. Blakeslee will work with the .r^eer^ncn 
departoent at Shippensburg In developing atrategles far this instruction, 

/. nolleet .n development. Xbe best purchase arrangeTOnt would 
be dollars provided to Lancaster Library to purchase Iteoj for that library 
that support needs of Shippensburg scudettts. Herb Roth will aet a meei- 
Ine In Sprang, 1970 with Lancaster area businessmen. Before ch t meeting 
ic would be hkpfui for the Lancaster Library and Shippcnsbuta to prepare 
a fairly detailed proposfil. 

Details on these points will .a workfed out before 12 Decp<«er 1977. 



xc!' J. Sheffer, R. Case, K. McFarland 



8G 
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